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INITIAL TASK LISTING

CLASS: DIRECTOR, TELEVISION COMMUNICATIONS CENTER (SUPERVISOR) 
NOTE:  Each position within this classification may perform some or all of these tasks.

	Task #
	Task



	1. 
	Provides budget expenses to DGS customers in order to provide status reports regarding their video projects by utilizing the various DGS programs and interagency agreements utilizing calculators, spreadsheets, computers etc., under the direction of management.

	2. 
	Prepares monthly billing statements for services rendered to various clients utilizing current pricing agreements under the direction of management.

	3. 
	Improves work efficiency by implementing electronic media production techniques in order to provide a better product and service for customers utilizing the Internet, catalogs, brochures, trade shows, etc., under the direction of management.

	4. 
	Maintains the highest quality work by implementing electronic media production technology in order to provide a better product and service for customers utilizing the Internet, catalogs, brochures, trade shows, etc., under the direction of management.

	5. 
	Reviews all DGS Video Multimedia Center productions for content and style by visual inspection in order to ensure the highest quality product and service being provided to the customer utilizing video playback systems (DVD’s, tapes, CD’s etc.), under the direction of management.

	6. 
	Recommends to customers state mandated guidelines for implementing electronic media production by thorough review of current programs being presented throughout the state utilizing industry standard rules and State and Federal laws under the direction of management.

	7. 
	Creates production scripts for customers in order to outline content of video by utilizing client supplied materials and independent research and script writing software under the direction of the client and management.

	8. 
	Supervises and directs staff to produce motion graphics and on screen effects for customers through the application of enhanced communication that is appropriate for the subject in order to provide customers with the highest quality video product utilizing various computer software under the direction of management.

	9. 
	Determines the appropriate electronic medium for the customer in order to provide the appropriate end product by incorporating previous experience and technology utilizing various video production equipment and software (computers, video tape recorders, DVD recorders, etc.) under the direction of management.

	10. 
	Acts as the Marketing Program liaison with clients in order to inform them of the products and services that we can provide to produce video and multimedia projects utilizing the DGS website, demo disks, work samples etc., under the direction of management.

	11. 
	Provides consultation services with clients in order to determine the resources that best meet their business needs and expectations utilizing budget information, client timelines, current industry technologies, previous experiences, etc., under the direction of the client and management. 

	12. 
	Maintains an accurate reporting to the State Controller’s Office (SCO) for issuance of correct payroll warrants of subordinate staff’s time or accurate reporting to the Office of Fiscal Services (OFS) for the billing of services for clients through the use of the Project Accounting and Leave (PAL) system in accordance with DGS policies and guidelines, MOU provisions and SPB or DPA laws and rules under the direction of management.

	13. 
	Grants or denies subordinate staff requests for time off or requests to work overtime in order to maintain production work flow utilizing PAL to ensure staff has sufficient available leave credits, Production scheduling calendar, etc., under the direction of management.

	14. 
	Ensures contract agreements meet legal document standards in order to ensure the contract is in the best interest of OSP and that we are in compliance by reviewing all documents and meeting with OSP contract manager for approval utilizing contract templates, the SAM manual, other agency input, etc., under the direction of management.

	15. 
	Ensures that equipment is inspected and maintained during the expected use period in order to prevent equipment failures and to prevent loss of production utilizing vendor contracts, maintenance schedules, and keeping staff informed of correct operating procedures, etc., under the direction of management.

	16. 
	Reviews the potential workload for staff in order to determine if new projects can begin or to determine workload priorities utilizing the Production calendar, project due dates, PAL, staff availability, etc., under the direction of management.

	17. 
	Develops employee training in production techniques for staff in order to provide the client with the highest quality service, to keep employee up to date with current industry standards and to provide employee with upward mobility utilizing personal experience, training materials, training classes, Internet on-line training, etc., under the direction of management.

	18. 
	Organizes employee training in production techniques for staff in order to provide the client with the highest quality service, to keep employee up to date with current industry standards and to provide employee with upward mobility utilizing personal experience, training materials, training classes, Internet on-line training, staff availability, etc., under the direction of management.

	19. 
	Tracks travel expenses, equipment purchases, and training expenditures utilizing office files and on-line programs within the Studio’s budget in order to report monthly budget expenditures or produce billing statements to DGS Headquarters according to required DGS and OSP procedures under the direction of management.

	20. 
	Monitors travel expenses, equipment purchases, and training expenditures utilizing office files and on-line programs within the Studio’s budget in order to report monthly budget expenditures to DGS Headquarters according to required DGS and OSP procedures under the direction of management.

	21. 
	Directs staff, clients, vendors and actors on the production of a video project in order to provide the client with the highest quality product utilizing personal experience, scripts, video equipment, production plan, etc., under the direction of the client and management.

	22. 
	Supervises the post production edits of client videos in order to provide the highest quality product utilizing personal experience, edit systems, editing software, etc., under the direction of the client and management.

	23. 
	Creates production plans for clients and staff in order to produce a project that meets the clients expectations utilizing production schedules, telephone, Outlook, Excel, e-mail, fax, etc., under the direction of management.

	24. 
	Creates cost estimates for clients in order to get authorization for funding utilizing excel, scope of services template, PDF software, etc., under the direction of the client and management.
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