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JOB description

	Job Title:
	Assistant Radio Producer of Core Radio 

	Reports To:
	Producer of Core Radio 

	FLSA Status:

Work Hours:

Location:
	Full Time, Non-exempt
Monday-Friday, 8:00 a.m. – 4:30 p.m.

WHI Office in Escondido, CA

 

	
	


Position Summary: White Horse, Inc. (“WHI”) is seeking a dynamic Assistant Radio Producer to provide crucial assistance to ensure our Core Radio shows are broadcast in an efficient manner. As Assistant Radio Producer for Core Radio, you will be responsible for the planning, pre-production, and daily recording support of the Core Radio program and podcast.
Essential Duties and Responsibilities:
· Responsible for planning five pre-recorded weekly radio shows.
· Generate original show plans, identify suitable questions, and communicate show plans with hosts and producer in a timely manner.
· Monitor and respond to listener emails, social media messages, inquiries, and responses related to shows.

· Oversee and organize question acquisition through voicemail, email, and social media.
· Oversee the maintenance of database of show answers to assist hosts on future related questions.
· Use various broadcasting technologies such as soundboards and editing/production software.
· Work with editorial team to build website show pages, offer pages, and other pages to make good use of Core Radio content.
Qualifications:  
· Bachelor's degree (B. A.) from a four-year college or university, preferably in Radio or Media Production.
· Two years of experience in radio/podcast production and/or digital audio recording.
· Ability to generate original ideas, and to think creatively about how to communicate them to audiences; has comprehensive knowledge of subjects relevant to specific radio genres

· Excellent writing and storytelling skills; ability to tailor and adapt content for different audiences and platforms.

· Knowledgeable of the radio market, different station/program styles, audience demographics

· Excellent communication skills, complemented by diplomacy, empathy and patience

· Can coach and develop others

· Ability to plan and organize, set priorities, multi-task and meet tight deadlines

· Full knowledge of the law, rules and industry regulations around radio production; knows when it is necessary, and how to acquire, relevant clearances and licenses

· Proficient in social networking platforms
· Computer Skills: 

· Working expertise of MS Office suite required.

· Advanced knowledge of WordPress, HTML, ProTools and Libsyn is preferred.

The individual should be a member in good standing in a Bible-believing church, preferably from a reformational heritage. 
Applicants should be in agreement with the vision and mission of White Horse Inn (https://www.whitehorseinn.org/about-us/).  
Interested applicants, please send a Letter of Introduction and resume’ to hr@whitehorseinn.org

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed above are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions, absent undue hardship.
White Horse, Inc. is an equal opportunity employer and strictly adheres to a policy of

nondiscrimination without regard to race, color, sex, handicap, or national origin. All reasonable

efforts will be made to protect the confidentiality of candidates.

JOB DESCRIPTION DISCLAIMER

The above job description is not intended to be an exhaustive list of all responsibilities, duties, skills, efforts, requirements or working conditions associated with the job. While this is intended to be an accurate reflection of the current job, management reserves the right to revise the job or to require that other or different tasks be performed as assigned and are subject to the standard White Horse Inc confidentiality agreement. 

Employment with White Horse, Inc. is at-will. White Horse, Inc. may exercise its at-will rights at any time for any lawful reason unless a written employment agreement exists with White Horse, Inc. that provides otherwise
______________________________________
___________________________

ACKNOWLEDGED:  Supervisor / Manager Signature
Date

______________________________________
___________________________
ACKNOWLEDGED:  Employee Signature
Date

______________________________________

PRINT:  Employee Name
Mission of the White Horse Inn
White Horse Inn (www.whitehorseinn.org) is a multimedia catalyst for reformation. We believe each generation must rediscover and apply the gospel to their own time. Our mission is to help Christians “know what they believe and why they believe it” through conversational theology. The conversations take place in talk show, magazine, event, book, blog, and social media formats.

Come and join our fun and talented team at the White Horse Inn and help us get the gospel out!
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