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[bookmark: Text2]Presentation and Promo Planning Scheduler, Marketing

Reports to: 				    Presentation and Promo Planning Manager

Positions reporting to this position:  	n/a

Duty Statement
[bookmark: Text7]
As part of the SBS Marketing Department, the Presentation and Promo Scheduler plays a key role in contributing to the delivery of SBS’ distinctive content. The Presentation and Promo Scheduler is responsible mainly from the preparation and delivery of daily transmission schedules for all SBS Channels, including SBS Main Channel, SBS Viceland, Food Network and NITV, making sure all schedule elements are used in a manner that executes best practice. The main tasks/responsibilities include:

Using IBMS scheduling software, preparing a minute-by-minute schedule for the broadcast day which includes program parts, commercial spots, non-commercial merchandise spots, station idents, secondary events, classification supers and consumer advice boards and warnings;
Scheduling promotion events through IBMS in conjunction with the Promo Optimiser, in line with agreed marketing strategy and audience insight information;
Planning and scheduling promotions for online On-demand player where relevant;
Organise production and scheduling of all schedule elements including voiceovers, credit squeeze, supers, openers, bumpers and watermarks with relevant production teams;
Ensuring all programs start in accordance with the advertised times;
Liaising with the marketing and commercial scheduling departments to make sure the daily transmission schedules do not contain gaps, overbooked breaks or classification errors;
Finalising the daily transmission schedules after the promotional and commercial schedules have been confirmed and downloading the final log into the on-air presentation servers;
Debriefing the daily schedule after transmission on a timely manner;
Creating and assigning templates to programming slots in accordance with program break structure rundowns 6 and 9 weeks out from final transmission;
Generating the skeleton schedule templates for the next 3 to 6-month programming period to be released to sales operations;
Producing program listings to monitor program classifications and liaising with the marketing department and the program classifiers to ensure new consumer advice boards are produced if necessary;
Generating media ID numbers for promotional material, general presentation events, consumer advice boards and warnings;
Updating AGB Nielsen programming information based on the final SBS as-run files the day after transmission;
Providing additional support to other team members and Presentation and Promo Planning Manager when needed;
Comply with WH&S responsibilities as outlined in the SBS Health and Safety Management Arrangements.

Selection Criteria

Criterion 1 - SBS
As an SBS Team Member demonstrate a positive and enthusiastic understanding of SBS’ Purpose and Values and a commitment to a safe, secure and diverse workplace.  
Demonstrate an understanding and alignment with the SBS values and including an ability to contribute to a positive culture through:
Being a positive representative and advocate for SBS;
An understanding of the SBS charter, channel structures and programming;
Having constructive and appropriate interactions with others;
Adopting a can and will do approach;
Displaying a commitment to the team including WH&S, diversity and team work goals.

Criterion 2 – Scheduling
Previous experience with preparing transmission schedules or scheduling promotional events (experience with IBMS scheduling software is ideal);
Excellent attention to accuracy and detail;
Demonstrated high-level computer literacy and technical proficiency;

Criterion 3 – Communication and Organisation
Professional communication and interpersonal skills, with ability to write and communicate clearly and effectively at all levels;
Sound organisational skills and the ability to multitask and prioritise under pressure;
Ability to show initiative and work cooperatively with other team members and across divisions.
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