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Also known as:  Talk Producer/Director
POSITION SUMMARY

Produce current issue call-in radio programs. Serve as on-air producer for talk programs. Maintain and update talk show content on WPR Web site. Assist with production of other programs as needed.

SPECIFIC DUTIES & RESPONSIBILITIES

· Keep current on issues of importance and interest to listeners and attend scheduled editorial meetings to suggest call-in topics and guests.

· Locate, pre-interview and schedule appropriate guests to provide balance (political, gender, etc) and a variety of perspectives for call-in programming in consultation with program host and Talk Programming Director.

· Manage and integrate Public Action (community engagement) software into talk programming

· Provide program host with background material, suggested introductions and questions.

· Serve as on-air producer, including screening listener phone calls for call-in programming, suggesting questions, and fact checking during live show. 

· Record and edit audio for use during talk program.

· Prepare and distribute program note sheets for each hour.

· Communicate show ideas daily via e-mail and online calendar with other producers and hosts.

· Create and update website content and features for Ideas Network.

· Organize and maintain program information files, online rolodex and resource information. 

· Write, record, edit, and distribute on-air promos each day.

· When appropriate, write and distribute press releases for the program.

· Prepare reports for public file on time each quarter.

· Fill in for other on-air staff and producing staff as assigned.

· Participate in promotional appearances and on-air fundraisers.

· Demonstrate respect for others in all workplace relationships and interactions.

· Other duties as assigned by Talk Programming Director.

