POSITION DESCRIPTION

Australian Broadcasting Corporation

Label Description

Position Title: PRODUCTION ASSISTANT

Position no: 30003322

Team: [Screen]

Department: Children and Family

Location: Ultimo

Reports to: SERIES PRODUCER
50000276

Classification: Content Maker

Schedule: [Schedule A]

Roster cycle [2 Week Rostered]

Band/level. [Band 3]

HR Endorsement: 27/05/2026

Purpose

Provide organisational and administrative support to the Production Manager and Series Producer
and assist in general production duties.

Key Accountabilities

e Assistin the day-to-day running of the program production unit.

e Maintain and coordinate schedules, diaries, databases, booking sheets and release forms.
¢ Maintain office supplies and systems and assist the team with general office requirements.
e  Support the Coordinator with day-to-day duties.

e Administer and reconcile expenses.

e Actas the general point of contact for calls from the Public and Production Areas.

e Correspond with our audience and handle enquiries and feedback.

e Assist with rehearsal and studio prep and field shoots.

o Develop and maintain effective relationships with other program departments and
resource/service providers.

e Look after and organise children and families, including during studio and ADR.



Key
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o

Handle rushes, media, manage data on Production mac, assembly edits and file share; set up
projects ready for edit and audio.

Use Adobe or similar programs to assist with documents and presentations.

Look after social media requirements and program documentation, such as synopses.

Set up and clear studio, including greenroom and script syndication.

Where required, handle camera cards, data and technical equipment.

Actively promote the ABC values and apply all relevant workplace policies and guidelines.

Cooperate with any reasonable instruction, procedure or policy relating to safety and take
reasonable care for your own safety and that of other people who may be affected by your
conduct while at work. Additional WHS responsibilities apply to Managers and Supervisors, Team
Directors, and other Officers.

Capabilities/Qualifications/Experience

Demonstrated relevant media skills, knowledge and experience.
An understanding of television production techniques, processes, resources and terminology.

Demonstrated administrative and organisational ability pertaining to schedules, audience
requests, correspondence and mail.

Demonstrated ability to make travel arrangements and assist with rostering and booking crews
and facilities.

Demonstrated knowledge of — and skills with — Premiere Pro, Adobe and Microsoft Office.

Demonstrated understanding and passion to source and create authentic content which
represents the broad diversity of the Australian community, including stories that reflect a range
of cultural and linguistic backgrounds and Indigenous communities where editorially relevant.

A current working with children/police clearance and ongoing renewal/maintenance of this
clearance in accordance with relevant legislation.

ABC Values: Demonstrated personal commitment to fostering an inclusive and respectful
environment, grounded in integrity and aligned with the ABC Values of aiming high, thinking
differently, taking ownership, and delivering together.

ABC Policies: Understanding of the relevance and scope of ABC Policies and the ABC Values and
a commitment to adhere to these; particularly in relation to complying with health, safety and
wellbeing requirements in the workplace and acting in accordance with the ABC Values.

Diversity and Inclusion: Ability to communicate effectively and build relationships with people
from a range of diverse backgrounds.

www.abc.net.au/careers
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