JOB DESCRIPTION
JOB TITLE:  
UCB1 Playout Scheduler/Project Coordinator 
Employer:
United Christian Broadcasters Limited

Reporting to:
Head of UCB 1
Location:
United Christian Broadcasters Limited, Broadcast Centre, Hanchurch Lane, Stoke-on-Trent

Hours:
Full Time (5 days a week)
Main Purpose of Job:

Liaising with the Head of UCB1 to pro-actively oversee the smooth running of the playout schedules, software systems and production content that allow UCB1 to deliver a consistent, high-quality radio service. 

This includes the creative scheduling of programme ‘clocks’, music, imaging, teaching programmes/features, spots, etc - in conjunction with other teams - and the monitoring of content to ensure it is in keeping with the UCB1 brand statement.
This also includes working with presenters to maximise the benefit of the scheduled programmes, music and pre-recorded content for UCB1 listeners.
In addition, to help coordinate one-off broadcast-related projects – such as On-Air Appeals, Prayer Breakthrough events, UCB Word For Today campaigns, etc. 

This role plays an important part in ensuring the overall sound of UCB1 is regularly refreshed, well-organised and aligns with the UCB1 vision.
Position in Organisation:

Reports to: Head of UCB1
Working closely with colleagues in the Broadcasting Department and alongside

the UCB2 Playout Scheduler/Project Coordinator.
Duties and Key Responsibilities:

Playout software
· Using the RCS playout software (G-Selector/Zetta) to schedule/adjust radio content – and provide smooth-running radio output, twenty-four hours a day.
· To oversee the scheduling and ‘timing out’ of pre-recorded and overnight programming. 

· To liaise with RCS Support, when necessary, and be trained in the use of their software.
Music scheduling
· To be an active part of the music selection team
· To ensure the effective scheduling of music on UCB1, making adjustments as necessary 
· To ensure new music is loaded correctly
· To provide accurate music-licensing reports, as required
Content scheduling
· To discuss with Head of UCB1 content that is scheduled, under review or in production
· To liaise with sound and content teams to ensure programme content for on-air delivery is consistent with UCB1’s brand statement 
Coordinating projects

· To help co-ordinate one-off broadcast-related projects - in conjunction with the UCB2 Playout Scheduler/Project Coordinator - planning, arranging meetings, liaising with colleagues and external partners, monitoring and reporting the outcomes.
Listener engagement

· To assist with email responses to general enquiries from listeners 
· To be alert for testimonies and impact stories from UCB listeners, readers and supporters forwarding them on to the Testimony Lead. 
UCB-wide 

· To support all of UCB’s fundraising activities and events, whether in prayer and/or directly in participation  

· To undertake training, as required

· Other duties, as reasonably required
Qualifications, Knowledge, Experience and Skills:

· To be familiar with and, preferably, experienced in the use of radio playout software (UCB uses G-Selector and Zetta from RCS) 

· An understanding of how on-air elements, particularly music, contribute to the sound and impact of the station

· To have some experience of quality-checking and/or scheduling of spots, promos and station imaging

· Proficient with basic audio production tools

· Strong time management skills with the ability to prioritize a busy work schedule

· Attention to detail with the ability to multi-task and work to tight deadlines

· Excellent communication skills

· Strong organizational skills

· GCSE English and Maths Grades A-C (or equivalent)
Person Specification:
· Be an Ambassador of Christ and UCB, delivering a distinctly Christian service to colleagues and supporters

· An advocate for the work of UCB 

· The commitment to participate in daily prayer time in order to promote team unity

· To be prepared to witness to the life-changing message of Jesus and lead people to Christ, when appropriate

· To develop ways of introducing UCB’s story in a manner that is relevant and engaging

· To develop your Christian faith through Bible reading and prayer as well as regular involvement with a church 

· To be a flexible person with a positive can-do attitude
· Effective collaborator 

· To be approachable and work well with others
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