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Radio Broadcast Assistant: Kiss FM
A fantastic opportunity has arisen for a graduate or entry level Assistant to join a creative and busy team at our Head Office in London. You will provide vital support in the development and day-to-day production of local and national radio. In this role, you'll give practical assistance to programme producers and presenters to ensure that shows run as smoothly as possible.	Comment by Esther Stephenson: Quality. I have been creative in a recent project which was to create a music video where I was a production assistant where I had to give ideas. I also had to be the main character.	Comment by Esther Stephenson: Skill. Used this skill in a recent project where I was the production assistant where I had to help organize different paperwork and help with equipment.
You'll undertake key administrative activities as well as assisting in planning, researching and producing live and pre-recorded radio programmes. Assistants often have creative input on the development of new shows or features. The broad scope of the role, encompassing production and technical skills, means that it is a common starting point for a career in radio.	Comment by Esther Stephenson: Skill. In project, recently and in the past, I had to be able to fill out forms and get them signed. I had to also make sure we had the right documents	Comment by Esther Stephenson: Skill. As a production assistant, I had to help plan all the details for the music video. I had to help pick the different locations, the narrative and more	Comment by Esther Stephenson: Skill. While editing I need to be able to use technical skills to edit so that I can use different software for example the effects I used in premiere pro and to create my thumbnail in  photoshop.
This is a great first opportunity for someone looking to grow and be a part of our global brand. Generally tasks can include:
· undertaking general research for programmes	Comment by Esther Stephenson: Skill. I done a lot of research on my course throughout the year on the topic we get. Recently we did music videos, we had to research the history and more of music videos so we know more information.
· administrative duties
· producing transcripts, programme logs and running orders
· recording programme costs
· preparing contracts and payments for guests and contributors
· answering and archiving details of calls for phone-ins and competitions
· booking resources, facilities, studio time and equipment
· securing clearances and licences as necessary
· editing audio packages with digital editing software	Comment by Esther Stephenson: Skill. In a recent project, I had to use different editing software such as premiere pro where I had edit the footage and the audio. I also used Photoshop to create things like thumbnails.
· assisting with time-keeping and the recording of transmissions	Comment by Esther Stephenson: Skill. I have used this skill in the recently when we were editing I had to keep my eye on the time so that I have enough time to check my work before the deadline. Another example is when we were filming we had to stick to the schedule times so that we can get to the next place on time.
· supporting the production team	Comment by Esther Stephenson: Skill. As a production assistant, I had support the team on different areas. An example is in the recent project that I completed I had to complete different documents. Another example is from the recent project that I completed is helping to get the props for the different scenes
· 'driving the desk' for some pre-recorded or live programmes
· contributing to the creative input of a show, for example writing cues and updating scripts
· liaising with publicity departments about programme trailers and competition prizes
· updating the programme or station website and ensuring that the on-air and online content are the same
· researching news stories, pitching new ideas and interviewing guests	Comment by Esther Stephenson: Skill. I had to pitch the idea of our music video to a group of people. This made us sell our idea to them so they are keen want to know more of the idea.	Comment by Esther Stephenson: Skill. In the past, I had to interview someone on about their life situation. This helped me to improve my communication skills
· choosing music
Part of the role involves interacting and maintaining good working relationships with other members of the team. You must be adaptable to change as no day will be the same. Desirable skills and qualities:	Comment by Esther Stephenson: Skills. As a production while filming I had to get involved with different areas and helping with different things.	Comment by Esther Stephenson: Quality. As production assistant, I had to be able to change detail and make sure the group is fine with it. An example was that We had to change male character due to that the original wasn’t available.
1. Leadership/management skills — the ability to take charge and manage your co-workers, if required, is a welcome trait. 	Comment by Esther Stephenson: Skill.  I have taken leadership when I have been a producer in a different task. I had to make sure my team knew what they were doing and what their roles are.	Comment by Esther Stephenson: Skill. In a recent project I had to use this skill due to that I was the production assistant this is where I had to use it because I  had to be able to help manage the time and the crew.
2. Analytical and problem-solving skills —use creativity, reasoning and past experiences to identify and solve problems effectively.	Comment by Esther Stephenson: Skill. I used this skill in a recent project where I had to be the female character in the music video. Also as production assistant on the first day of filming Our producer was not in so I had to be a temporary producer for the day.
3. Radio portfolio to showcase practical skillset
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