
3CR POSITION DESCRIPTION

Station Manager

TERMS: Permanent Full Time. 

HOURS: 35 hours per week (9 day fortnight + RDO)

RATE: $33.91 p/h + 9% Superannuation

Workers Agreement: Community Radio Federation Bargaining Agreement 2009.

Note for applicants: when applying please address the selection criteria.

3CR acknowledges that it broadcasts from land stolen from the Wurundjeri people, the original owners of the land where 3CR is located. The station also acknowledges that it broadcasts to land stolen from other members of the Kulin Nation in Victoria and to land stolen from Aboriginal people throughout Australia.
Mission Statement: The Station provides a voice for those denied access to the mass media, particularly the working class, women, Aborigines and the many community groups discriminated against by the mass media. 3CR actively discriminates in favour of Australian artists and composers.
People from Indigenous and of culturally and linguistically diverse backgrounds are encouraged to apply.

Overview of this Position
The Station Manager is responsible for the overall day to day management of the station, including the coordination of staff and ensuring access and equity for 3CR’s volunteer workers and affiliates. The Manager also acts as the Executive Officer to the 3CR Committee of Management and to Community Radio Federation.

Specific Responsibilities

Financial Management

In conjunction with the Finance subcommittee prepare budgets and oversee all station finances including:

· responsibility for expenditure and receipt of funds.

· report to management committee, including monthly Y.T.D. finance 

          reports for station and annual financial report and  audit.  

· approval of grant applications and budgets, correspondence, administration and accountability for grants.

· oversee all fundraising activities undertaken by the station or on its behalf.

· manage and provide leadership for the annual Radiothon and Subscriber Drive.
Station Administration

Oversee the day to day administration of the station including:

· ensuring that all the station’s policies and processes are followed, including planning, evaluation, complaints, grievance procedures and maintenance of station files.

· liaising with sector organizations including Australian Communication and Media Authority (ACMA) , Australian Securities Commission, (ASIC) etc. and with outside organizations.

· overseeing information for the public and promotion of the station, including public speaking (along with chairperson) on behalf of the station.

· managing all legal matters affecting the station, including OH&S and insurance.
· Oversee management of the San Juliano Trust on behalf of 3CR.
Community Radio Federation (C.R.F.)
Provide secretariat support and assist the Secretary of the CRF with:

· notification of meetings, preparation of agendas, reports and briefing of management committee and C.R.F. on all relevant issues.

· election process and preparation of annual report.

· recruitment, liaison and problem solving with affiliates.

· recruitment of new affiliates.
Committee of Management 

Provide support to the work of the Committee including:

· prepare agenda and supporting papers for each monthly meeting.

· attend all Management Committee and relevant sub committee meetings including;  policy, finance and complaints.

· policy advice and development.
Staff Management


· responsible for day to day management of staff and contractors, including performance appraisal and staff development.

· implementation of in-house industrial agreement.

· facilitate staff participation in the station’s planning, evaluation and staff priority process.

· make recommendations to management committee on staffing levels and responsibilities.

· Oversee Staff employed on specific projects ie Radiothon Worker

Programming and Training

While the program and training coordinators are responsible for implementation of programming and training decisions the Station Manager needs to be informed and consulted on decisions, policy and difficulties in the programming and training areas.

· consult regularly with Program Coordinator, Volunteer Co-ordinator and Current Affairs Co-ordinator to stay abreast of programming and training issues and to review and develop  policy.

· coordinate the resolution of problems in programming and training administration.

Technical                         

· oversee technical staff and technical priorities.

· in conjunction with Technical Subcommittee provide information and make recommendations to management committee on future technical and equipment requirements.

Essential Skills 

· demonstrated understanding of financial management, including preparation and oversight of budgets.

· ability and experience in managing and coordinating staff and volunteers.

· an ability to co-ordinate and organise fundraising for the station.

· demonstrated high quality organisational skills.
· excellent people skills and a demonstrated ability to work co-operatively with a wide range of individuals and community organisations.

· excellent written and verbal communication skills.

· demonstrated administration skills including report preparation, record keeping, policy development and ensuring that decisions are implemented.

· demonstrated experience in policy development.

· experience in working in a community organisation including fund raising.

· a commitment to the aims and objectives of 3CR.

· Computer skills: knowledge of Microsoft package 

Desirable

· Demonstrated understanding of what makes good progressive community radio.

· a commitment to the aims and objectives of 3CR and a demonstrated commitment to Left, progressive and social justice ideas and organisations.

· experience and/or good understanding of promoting a community organisation.

Responsibility

The Station Manager is responsible to the Committee of Management of the Community Radio Federation.
Application Details

Written applications should address the job description, key skills and responsibilities.

Closing date – 5pm Wednesday 17 November 2010

Send applications marked confidential to:

Station Manager

P.O. Box 1277

Collingwood 3066   or    email to stationmanager@3cr.org.au
           Applications by fax will not be accepted.



Page 3 of 3

