
 JOB DESCRIPTION 

 JOB TITLE:  Post Producer 

 REPORTING TO:  Head of Technical Facilities 

 LINE MANAGER OF:  To oversee the Edit Assistants along with the Senior Broadcast 
 Engineer & Edit Support Manager 

 JOB LOCATION:  Plymouth 

 MISSION (MAIN PURPOSE OF JOB): 
 To  oversee  all  areas  of  post  production,  overseeing  the  team  and  department  to  ensure  our 
 content  is  delivered  successfully  to  the  client’s  brief  at  the  right  time.  Working  with 
 Production Managers to ensure schedules are met. 

 DETAILED DUTIES: 
 1.  To run edit schedules and post produce projects in coordination with other staff to 

 ensure the smooth and optimum use of resources. 

 2.  To raise quotes and manage schedules. 

 3.  To negotiate project pricing with prospective clients. 

 4.  To understand and interpret client briefs. 

 5.  To work efficiently with available resources to post produce projects. 

 6.  To understand the creative scope of projects in order to deliver outstanding work. 

 7.  To maintain good relationships and communication with clients at all stages. 

 8.  To swiftly feedback technical and creative issues and resolve them with relevant staff. 

 9.  To log costs, spend and profit on a project-by-project basis. 

 10.  To delegate tasks to junior staff members or production assistants and track progress. 

 11.  To support management of Edit Assistant Team to ensure correct deadlines are met 

 12.  To manage Online & Dub team & final post process - eg reviews/changes/sign offs with 
 clients & content delivery to broadcaster 



 Please  note  that  the  above  list  is  not  exhaustive  and  you  may  be  required  to  undertake 
 additional duties of a similar responsibility level as and when required. 

 OUTCOMES (KEY OBJECTIVES/TARGETS AS PART OF THIS ROLE): 
 ●  To deliver the client’s master programmes as efficiently and effectively as possible. 
 ●  To help grow the business by encouraging new and repeat customers through strong 

 procedures and excellent client care. 
 ●  To maintain and expand the Facility’s reputation for outstanding, quality work. 

 SPECIAL FACTORS: 

 COMPETENCIES (PERSON SPECIFICATION) 

 CRITERIA  ESSENTIAL  DESIRABLE 
 Education & Experience  Experience working in Post 

 Production in a co-ordinator 
 or producing role 

 Extensive experience as a 
 post producer 

 Knowledge  A firm understanding of post 
 workflows, knowledge of 
 Excel, Google Sheets or any 
 Scheduling software 

 Avid skills, good 
 understanding of Edit 
 Assistant work requirements, 
 understanding of file format 
 requirements, technical 
 understanding of post 
 production equipment - eg 
 Content Agent, VidChecker. 

 Specific Skills  Strong organisational and 
 communication skills. 

 Client facing skills. 

 Team management. 

 Ability to assess programmes 
 for errors & technical 
 suitability for delivery to 
 support Content Delivery 
 Team. 

 Personal Attributes  Self starter, high level of 
 motivation, positive and 
 friendly attitude, ability to 
 work to tight deadlines. 

 Other Requirements 

 Over time this job description/person specification may be subject to change as the duties 
 and role evolve. 


