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Job Description
 
Job Title:
Manager, Traffic & Scheduling
Reports to:
VP of Production & Operations

Location:
Atlanta
Summary
Creates and maintains the network's daily log by performing the following duties.   
 
Essential Duties and Responsibilities
· Creates and schedules network’s daily logs including programs, formats and timing. 
· Reconciles logs on a daily basis.
· Schedules Ad Sales’ billboards.
· Performs final QC of the log before releasing to Programming.
· Pulls weekly reports from Wide Orbit for Nielsen Ratings. 
· Enters Programming Media into SIMS.
· Places national commercials on air daily
· Maintains and manages log inventory for National and Direct Response daily
· Reviews logs and manages DR credits
· Inputs Traffic orders for specific clients 
· Adjusts DR rates for clients / Ad Sales
· Verifies discrepancies for Finance / Billing
 
Education/Experience
Bachelor’s degree in related field.  Three to Five years in television traffic environment
 
Computer Skills
Proficient in office computer skills.  Experience with television traffic programs – preferably Wide Orbit.  
Computer Skills
To perform this job successfully, an individual should have knowledge of Word, Excel, PowerPoint and Internet. 
Work Environment
While performing the duties of this job, the employee is occasionally exposed to work near moving mechanical parts and risk of electrical shock.  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 
