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Job Description

Job Title:
Production Assistant/Asset Management
Reports to:
General Manager, Aspire

Location:
Atlanta

FLSA Status:
Exempt
Summary

Responsible for Aspire’s asset library, assisting with Aspire’s original productions and providing administrative support to the Vice President and the Director of Production & Operations.  
Principal Responsibilities:
· Maintain Aspire’s asset library (Xytech).

· Assist Production & Creative Services departments as well as outside production companies with assets needed for Aspire productions.

· Work with post production houses to ensure Aspire’s assets are tracked and returned.

· Assist on Aspire original productions both studio and remote.

· Provide administrative support for Director of Production & Operations as well as VP of Production & Operations.

Requirements: 

· Minimum of 2 years of proven work experience in broadcast environment. 

· Bachelor’s degree in applicable field.  

· Strong verbal, written, and interpersonal communication skills required.  

· Must have working knowledge of production operations and procedures.  

· Must have ability to organize and handle a variety of detailed tasks simultaneously and to work effectively and efficiently under deadlines.  

Computer Skills
To perform this job successfully, an individual should have knowledge of Word, Excel, PowerPoint and Internet. 

Certificates and Licenses
No certifications needed.

Supervisory Responsibilities
This job has no supervisory responsibilities.

Work Environment
The noise level in the work environment is usually moderate.

Application Process
To apply, submit your resume to Human Resources at recruiting@aspiretv.tv 
For information on our company, visit www.aspiretv.tv 
