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Traffic Coordinator 
Position Description and Performance Expectations 

 

Effective Date:  February, 2017 
Classification:    Full-time, Hourly/Non-exempt 
Responsible to:  Content & IT Operations 

 
The position summary describes current duties and responsibilities for which the 
employee will be held accountable and evaluated upon. The bulleted items represent 
some, but not all, of the performance measures, which may be used in evaluating 
performance. Job duties and responsibilities below may change from time to time, at 
the sole discretion of the organization, as other needs may arise. 

 
General Description 
Under the general supervision of the Content Operations Manager, the Traffic 
Coordinator is responsible for ensuring accurate on-air continuity (including programs 
and interstitial content) for all ValleyPBS digital TV channels, consistent with 
station policies and goals. The position obtains and processes data from various 
internal and external sources to facilitate the preparation of programming and feed 
schedules, on-air logs, tracking reports, and other related documentation. This position 
works collaboratively with other employees, content providers, and key stakeholders to 
provide consistent, reliable and timely deliverables to advance the station’s mission. 

 
Essential Functions 

 Manage and create ValleyPBS programming logs for all four digital channels in 
accordance with station and FCC guidelines. 

 Maintain accurate programming data using traffic scheduling system (currently 
Myers Information ProTrack software). Ensure accuracy of information such as 
source, location, and length of programming and other content. 

 Manage utilization of breaks between programs to fulfill station’s contractual, 
promotional, and regulatory obligations and goals.  

 Assign break material based on current contractual and promotional schedules.  

 Facilitate placement of underwriting and promotional spots to maximize 
effectiveness and prevent conflicts/duplication.  

 Adjust live programming times and other scheduled events.  

 Review discrepancies logs and as-run reports. 

 Create and issue weekly program schedules as determined by station management. 

 Verify accuracy of program titles and descriptions. Update program schedules as 
changes occur and distribute as needed. 
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 Deliver schedules and updates to internal and external customers (such as listings 
services) for inclusion in on-air, online, and print listings. Enter updates to online 
Nielson programming database. 

 Collaborate with other ValleyPBS departments to ensure timely receipt and ingest 
of all on-air content including programs, underwriting and promotional spots, 
station ID’s, etc.  

 Schedule and confirm automated satellite recordings and FTP downloads. Log and 
label in accordance with station policies. 

 Maintain programming files and monitor licensing terms. Work with station 
management to ensure up-to-date contracts and timely renewals. 

 Serve as liaison to traffic system vendor. Stay current on system technology, 
features, and procedures. Monitor system functionality and report technical 
issues. 

 Provide regular updates to station management. 

 Run and report a Weekly Reconciliation Report related to underwriting 
announcements and updated rights.  

 Compile and upload regulatory reports, such as the FCC Quarterly Issues and 
Programs Lists. 

 Compile, schedule and update graphics used during programs and interstitials, 
utilizing automation scheduling triggers. 

 

Accountabilities 

 Generate complete, accurate, and timely programming logs and feed recording 
schedules. 

 Maintain accuracy and completeness of station programming data, including 
licensing rights and expirations. 

 Monitor and confirm timely receipt of scheduled on-air content. 

 Ensure correct placement of traffic orders, promotional schedules, regulatory 
elements and other on-air material. 

 Research and utilize traffic management system best practices to streamline 
workflow and enhance on-air presentation. 

 Cooperative, professional and diplomatic attitude with staff, partners, supporters, 
volunteers, vendors, and the public. 

 Demonstrate commitment to continuous improvement and professional skill 
development. 

 Consistent, reliable attendance and punctuality. 

 Ability to work a flexible schedule, including occasional long hours and weekends. 

 Participate in station events after normal business hours, when requested. 
 

 

Qualifications, Capabilities and Competencies 

 Minimum Associate's degree plus three (3) years of experience in a television 
traffic environment. 

 Demonstrated advanced competency with computerized traffic and playback 
systems, as well as productivity applications such as Word, Excel, and Outlook. 

 Knowledge of FCC requirements, policies and guidelines required.  

 Knowledge of CPB and PBS requirements, policies and guidelines a plus. 

 Ability to work independently with minimal supervision in a fast-paced and 
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deadline-driven environment. 

 Detail-oriented. Ability to focus attention for lengthy periods producing timely 
and accurate work product. 

 Highly organized and self-motivated. 

 Able to easily juggle multiple priorities. 

 Excellent verbal and written communication skills. 

 Courteous, discreet and professional in dealing with staff and the public. 

 Maintain a clean and organized work environment. 
 
 

Other: 
The statements contained in this job description reflect general details as necessary to 
describe the principal functions of this job, the level of knowledge and skill typically 
required and the scope of responsibility. It should not be considered an all-inclusive 
listing of working requirements. Individuals may perform other duties as assigned, 
including work in other functional areas to cover absences, as relief, to equalize peak 
work periods or otherwise balance the workload. 
 
How to Apply: 
Applications will be accepted and reviewed until the position is filled. Please include: 
 

1. A completed ValleyPBS application form, which can be found at valleypbs.org. 
2. Resume.  
3. Cover letter, including why/how you feel your experience and qualifications best meet 

the job  requirements. 
4. To fulfill our FCC license requirements, please state in your application materials where 

you learned about this position. 
 
Direct application materials to: 
Elizabeth Laval 
Senior VP, Content and Development 
ValleyPBS 
1544 Van Ness Avenue 
Fresno, CA 93721 
Email: elaval@valleypbs.org 
 
No phone calls please. 
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