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JOB SUMMARY:  

Responsible for all aspects of Madison’s Government, Education, and Public Access Television, including 

operational, planning, supervisory, and creative responsibilities under the direction of the Madison TV 

(MTV) Board of Directors.  Delivers quality produced video programming covering all town board and 

commission meetings, and other fill-in relevant educational and entertaining content to round out the 

channel for the viewing residents of Madison.  Provides technical leadership and research related to 

video production, live steaming of meetings and cloud accessible content. The MTV Station Manager 

and Programming Coordinator creates television programing, plans future needs, coordinates work with 

others, interprets policy, performs technical and franchise research, supervises staff, manages the 

station, and assigns resources. Communicates effectively with the Board of Directors and the Board of 

Selectman on projects and budget status.  

SUPERVISORY RELATIONSHIP:  

The TV Station Manager and Programming Coordinator reports to the Madison TV Board of Directors. 

Work is performed under general supervision according to town Department policies and procedures. 

Supervises the TV Station videographers, and responds to boards, commissions and residents to ensure 

acceptable program content and messaging.  

ESSENTIAL FUNCTIONS OF THE JOB:  

1. Responsible for operation, planning and oversight of Madison’s Government, Education, and Public 

Access Television Channel (Spectrum, Channel 3) under the direction of the Board of Directors who set 

overall objectives and available resources.  

2. Develops and recommends projects and deadlines as well as plans equipment and resource needs.  

3. Assists with the development of the Madison TV budget; purchases and acquires outside 

programming for MTV.  

4. Provides back-up videography and assistance for town meetings as required by the town’s monthly  

meeting schedule. 

5. Develops and maintains operating procedures and guidelines, system documentation, etc.  

6. Assures the computer, audio and camera equipment are in good working order and upgraded as 

needed for continuous production.   

7.  Problem solver for production issues, and primary liaison with TelVue sales and technical support. 

7. Supervises MTV staff; recommends hire, trains, provides work direction and guidance, evaluates 

performance and recommends corrective action. Selects and oversees work performed by contractors 

and consultants. Trains others to use equipment, to assist with station operations and coverage of 

community events.  

8. Prepares and schedules material for playback and livestreaming, including encoding/transcoding of 

media files, testing submitted materials for quality, and making appropriate adjustments to ensure 

quality broadcasts. Monitors playback of on-air programs for accuracy, correct play length, audio/video 

quality, and playback frequency based on programming schedule and established procedures.  
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9. Create additional video programs which educate and inform the residents of Madison about Town 

services, community events and government functions.  

10. Provide technical oversight for MTV office and communications, including planning for future 

technologies; provides analysis and leadership for audio/video station and operations including MTV 

studio and town meeting rooms.  

11. Researches a variety of issues related to cable franchise agreements and standards.  

12. Develops and maintains programming schedules in accordance with policy guidelines provided by 

the Board of Directors and the town Board of Selectman.  

13. Prepares written materials to appear on station website and on-air. 

14. Purchases, configures, troubleshoots, and operates complex audio/video systems, satellite and fiber 

transmission equipment and related software and equipment; performs routine maintenance of 

electronic equipment; schedules repair services as needed.  

15.  Provides setup of audio systems in various locations for special events.  

PERFORMANCE REQUIREMENTS (Knowledge, Skills, and Abilities):  

Strong knowledge of and ability to interpret and advise others of copyright laws, guidelines and best 

practices for program producers and TV stations.  

Strong knowledge of video and audio equipment and production techniques and best practices.  

Expert skill in single camera and field video production 

Proficient in scriptwriting; video and audio editing.  

Strong skills in television graphics design, video server operations, video and audio engineering and 

technical troubleshooting.  

Good supervisory skills including the ability to plan, organize, delegate, and evaluate the work of others.  

Strong skills for training employees in work processes and techniques, including supervision of staff, 

contractors, and/or consultants.  

Strong skills for interpreting and adhering to town of Madison policies and procedures.  

Excellent command of standard business English including correct grammar, spelling, punctuation, and 

vocabulary.  

Excellent oral and written communications skills and interpersonal skills for developing and maintaining 

effective working relationships with staff, town personnel, citizens, vendors and Board of Directors 

Strong ability to operate video equipment including cameras, mobile production equipment, lighting and 

audio recording instruments, monitors, and computers.  

Strong ability to meet schedules, timelines, maintain records/files, prepare reports, and 

correspondence.  
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Work independently with minimal direction.  

Ability and willingness to maintain consistent and punctual attendance.  

Provide administrative support to the Board of Directors (drafting the agenda, keeping minutes, etc.). 

Physical ability to perform the essential functions of the job including: - visual abilities to include close, 

distance, color, and peripheral vision; depth perception; and the ability to adjust focus; - hearing acuity 

to detect and evaluate sound quality; - fine finger dexterity to operate a computer keyboard and mouse, 

etc.; - frequent lifting, holding, moving and assembling of equipment and materials, up to 50 pounds. - 

frequent standing for sustained periods while carrying and operating equipment up to 15 pounds.  

WORKING ENVIRONMENT:  

Work is performed in both an office/television production environment and in the field (both indoors 

and outdoors, including in inclement weather). Position works extensively at a computer workstation or 

console and may work alone and unsupervised. Performs work on electronic devices and cables in the 

ceiling or under desks and floors to troubleshoot and repair problems and to connect new equipment.  

Will require working and driving to and from a variety of locations within the municipal area. The 

position requires flexibility in hours, including evenings and some weekends.  

Hours worked per week will be inconsistent; some weeks will require more than the average, and some 

way less.  Flexibility in delivery of your work will be necessary to meet the demands of providing 

continuous quality production and projects as they come up. 

EXPERIENCE AND TRAINING REQUIREMENTS:  

Associates or Bachelor’s degree from an accredited college or university with a major in 

Media/Television Communications or related field, or two years of increasingly responsible video 

production experience, preferably in a television broadcast or cablecast environment.  

One year of leadership experience in television station operations in a government access, education 

access, or community access setting strongly preferred.  

An equivalent combination of education and experience sufficient to provide the applicant with the 

knowledge, skills and ability to perform the essential functions of the job will be considered.  

Creativity and a desire to develop new and special programs for the Madison viewing audience a plus. 

NECESSARY SPECIAL REQUIREMENTS:  

Employment contingent upon passing a criminal conviction and local background check.  

Valid New Hampshire State driver’s license and good driving record. 

Willingness and ability to work evening and weekend hours.  
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Town of Madison TV 

Station Manager and Programming Coordinator 

 

Madison TV is inviting interested candidates to apply for the position of Madison TV Station Manager 
and Programming Coordinator.  This is a part-time position with on average 25 hours per month, no 
benefits.  Compensation commensurate with match to qualifications.  Background check required. 
On the job training will be provided for a motivated individual to grow into the position.  For more 

details, see the full position description at www.madison-nh.org under Boards and Committees, 
Madison TV.  Letters of interest, job application and resumes should be sent to 

Madison TV, PO Box 248, Madison NH 03849.  EOE 
 

For questions, please contact Noreen Downs at 603-733-8711 or madisontvonline@gmail.com  

 

 

http://www.madison-nh.org/wp-content/uploads/2021/09/Madison-Job-application.pdf
mailto:madisontvonline@gmail.com

