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Position Description

Title
Multimedia Producer
Section, Unit
Marketing, Digital Communications
Responsible to
Digital Communications Manager

Location
Melbourne

Employment Basis
Permanent
Probationary Period
3 months
Hours
Fulltime 

Date
August 2010
Scope of Position

The Digital Communications Team is responsible for producing and coordinating the organisation’s online, social media, video and mobile communications providing expert advice and service to fulfil organisational key goals. The team liaises with all Departments across the Oxfam Australia, working particularly closely with the Marketing Department, the Campaigns and Advocacy Units, International Programs and the Information Services Unit.

The position requires a creative and technical multi-skilled producer to create engaging cross-media content for online delivery. In addition, this role will participate in maintaining existing agency websites such as Oxfam Australia, Unwrapped, Trailwalker and Youth Engagement Program, to ensure optimal performance and the delivery of the agency’s digital communication strategies.

1. Key Responsibilities
1.1 Contribute to the production of multimedia content on Oxfam Australia websites (i.e., Oxfam Australia, Trailwalker and Unwrapped) with high standard of usability, front-end code, functionality and presentation

1.2 Produce multimedia and online media including the development of wireframes and flowcharts as required.

1.3 Implement website functionality using HTML, CSS, Javascript and PhP when required

1.4 Make creative contributions to cross-platform program conception, development, production and delivery including audio podcasts, multimedia slideshows, online videos and multimedia features

1.5 Work within the Team to deliver on key projects in line with the needs of the organisation and the evolving Digital Communications Strategy.  This includes meeting daily updates and deadlines to deliver to key milestones on projects

1.6 Monitor general industry trends and interpret how they can be used to improve the website, including mobile, e-commerce and social media development

1.7 Provide support and cover to other team members, particularly the Senior Online Producer when required

1.8 Other related duties as delegated within skill-set 

2.
Budget

2.1 Contribute to the formulation and monitoring of resources for key projects

3.
Policy

3.1 Contribute to the development, implementation and monitoring of agency policies and procedures particularly in relation to website development, electronic communications and information technology and systems

4.
Human Resources

4.1 The position has no responsibility for the supervision of paid staff but may be required to recruit, train and supervise volunteers

4.2 Required to undertake job responsibilities in a manner consistent with equity, diversity, child safe and staff health and wellbeing policies and procedures

4.3 Monitor workload and work environment and take reasonable steps to minimise risks to self and others

5.
Knowledge and Experience

5.1 Contemporary high-level experience in multimedia production

5.2 Relevant contemporary multimedia production experience and knowledge of technologies, tools and publishing techniques for website creation, online video delivery, and web publishing including experience using open source content management systems

5.3 Excellent understanding of best-practice design and usability principles as they apply to web design and development

5.4 Advanced knowledge of Adobe Production software and experience using Final Cut Pro Studio
5.5 Experience in front end development - CSS, HTML and Javascript (essential) with Php (desirable)
5.6 Visual design skills with demonstrable knowledge of design principles (desirable)

5.7 Knowledge and understanding of accessibility and usability issues in terms of website and application design

6.
Skills and Personal Attributes

6.1 Essential Skills - skills of a high order are required in the following areas:

· High level of interpersonal and communication skills

· Highly organised with excellent time management skills

· Ability to accurately estimate the amount of time required to spend on a project

· Accuracy and attention to detail

6.2 Personal Attributes

· Ability to work in a team environment and follow direction

· Ability to work independently and as part of a team

· Excellent attention to detail

· Ability to prioritise workflows and meet tight deadlines

· Ability to work flexible hours when required

· Ability to liaise with a diverse range of people and to establish and maintain relationships

· Understanding of and commitment to Oxfam Australia's development philosophy, principles and objectives

· Understanding of and commitment to adhere to equity, diversity, child safe and staff health and wellbeing principles

7.
Salary Details (Category 4, applicable pro rata for parttime positions)

The current base salary applicable on commencement is $56,370 per annum which provides a total remuneration package of $63,330 comprising base salary, company superannuation contributions and leave loading – additionally staff are eligible to participate in our salary packaging scheme.

Oxfam Australia has a system of salary increments paid on the basis of achievement of agreed criteria and periods of service.  The current base salary for this position at the highest increment level is $62,640.
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