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VIDEO PRODUCER 
Job Overview 
 
The job of video producer was established for the purpose/s of providing support to the Communications 
Director and Assistant Director in an ongoing effort to increase parental and community involvement by 
keeping stakeholders informed using the broadcast and web formats and supporting the District’s community 
relations and community outreach program. 
 
This job reports to the Assistant Communications Director.  
 
Essential Functions 

• Compiles and maintains district video and photo archive and related inventory including reproducing 
tapes for distribution for the purpose of ensuring the availability and accurate inventory of departmental 
materials. 

• Edits media using computer-based editing systems (e.g. educational video and audio presentations, 
slide shows, sports highlights, etc.) for the purpose of creatively promoting and communicating district 
goals and objectives by adding narration, music and/or graphics and creating products that meet time 
restrictions.  

• Takes digital photographs for the purpose of use on external and internal publication in print media, as 
well as on the district’s public and internal web sites.  

• Communicates with various stakeholders (e.g. district and school personnel, board members, students, 
public, media, etc.) for the purpose of informing and/or presenting information through various media 
(e.g. electronic presentations, e-mails, web pages, video, TV spots, etc.) in compliance with district 
vision, goals and objectives.  

• Responds to inquiries from various internal and external parties (e.g. district personnel, schools, public, 
media, etc.) for the purpose of providing information and/or direction.  

• Ensuring communication strategy is consistent and reflects the organization’s strategic vision.  
• Attends meetings and/or seminars as assigned for the purpose of conveying and/or gathering 

information required to perform functions.  
• Operates audio visual recording equipment for district functions and committee meetings for the 

purpose of providing historical documentation of meetings and events and for broadcasting on the 
district’s cable access channel or district web server.  

• Records meetings, events, etc. (e.g. School Board meeting, committee meetings, awards ceremonies, 
etc.) for the purpose of developing materials suitable for presentations on local access television 
stations or district web servers.  

• Researches and uses emerging technology for the purpose of keeping current with the latest trends 
and information. Serves as liaison between communications director and career and tech coordinator 
for the high school media programs for the purpose of ensuring both parties are kept informed of the 
program status.  

• Supervises student workers regularly for the purpose of ensuring that media production is of a high 
quality and students are learning essential skills in media production.  

• Transports a variety of equipment and supplies (e.g. camera, stands, microphones, video projectors, 
screens, laptop computers, surge protectors, cables, etc.) for the purpose of ensuring the availability of 
materials required to complete assignment.  

• Displays high energy level and assertive leadership style.  
• Must be able to attend meetings and functions outside of regular workday including but not limited to 

night meetings and weekend events. 
• Must be able to work independently and work assertively to get work done. 

Other Functions 
• Performs other related duties as assigned for the purpose of ensuring the efficient and effective 

functioning of the work unit. 
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Working Environment 
The usual and customary methods of performing the job's functions require the following physical demands: 
significant lifting, carrying, pushing, and/or pulling; some climbing and balancing; some stooping, kneeling, 
crouching, and/or crawling; and significant fine finger dexterity.  
 
Generally, the job requires 25% sitting, 25% walking, and 50% standing. The job is performed under minimal 
temperature variations and in a generally hazard free environment. 
 
Qualifications 
Minimum experience: Job related experience within a specialized field is required. 
 
Minimum education: Bachelor’s degree or equivalent with study in job related area. 

 
 

 

Required Testing: 
Pre-employment Proficiency Test 

 Required Certificates and/or Licenses: 
Valid TN driver’s license 

 FLSA Status: 
Exempt 

     
Continuing Education/Training: 

None Specified 
 Clearances: 

Criminal Justice Fingerprint/Background  
Clearance 

 Employee 
Type: 

Classified 
 
 
 
Pursuant to the Williamson County Board of Education’s policy of non-discrimination, Williamson County Schools does not 
discriminate on the basis of race, color, religion, age, sex, national origin, disability status, genetic information, protected 
veteran status, or any other characteristic protected by federal, state or local laws in its policies, or in the admission of, 

access to, treatment, or employment in its programs, services, or activities. 


