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Job Description

Job Title:
Promo Program Log Coordinator
Reports to:
General Manager, Aspire
FLSA Status:
Exempt

Summary

Executes the network’s promo placement plan on a daily basis by performing the following duties.   

Essential Duties and Responsibilities
· Executes on-air promotion plan by scheduling all promotional spots on the daily log in the Wide Orbit traffic system.

· Schedules the navigational elements (MPK’s) on the daily logs.
· Performs final QC of the log before it's release to Comcast Media Center.
· Assists in pulling reports based on as-runs of all promotional elements on all major events and as requested

· Makes log changes as necessary and follow through to ensure any log changes are made

· Performs other related duties and tasks as necessary or as assigned. 
Education/Experience
Bachelor's degree (B. A.) from four-year college or university; or three years related experience and/or training; or equivalent combination of education and experience.  Experience with media and entertainment contracts and production issues, trademark, rights, clearances and licensing required.
Computer Skills

To perform this job successfully, an individual should have knowledge of word processing software; spreadsheet software; and internet software.   Must be proficient with Wide Orbit and have a general understanding of RCS Selector, and all areas of on-air operations.
Certificates and Licenses
No certifications needed. 

Supervisory Responsibilities
This job has no supervisory responsibilities.

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