	       NEW NORTHWEST BROADCASTERS, LLC
	JOB DESCRIPTION

	EMPLOYEE NAME:
	
	EFFECTIVE DATE:
	

	JOB TITLE:
	Traffic Asst/Sales Asst
	CLUSTER:
	Astoria

	DEPARTMENT:
	General & Administration
	REPORTS TO:
	Traffic Manager

	FLSA STATUS:
	Non-Exempt
	HOURS:
	(  Full-time     (  Part-time


SCOPE

Assists with the accurate input of advertising contracts. Assists with schedule preparation and tracking of commercials. Supports sales and traffic managers. This job description may be modified at any time as deemed appropriate by management or as consistent with the essence of the job.

DUTIES AND RESPONSIBILITES

· Review on-air time sales orders to verify completeness of data required for log.
· Contacts station staff to collect missing information.

· Enters information into computer to compose daily log 
· Reviews & edits daily commercial log 
· Performs additional clerical duties such as billing typing correspondence, reception, and filing sales orders,  and daily logs.

· Prepares and assembles reports as needed or requested and assists with special projects.

· Retrieves messages from voice mail and forwards to appropriate personnel.
· Courteously and promptly answers incoming telephone calls, determines nature of calls, and forwards calls to appropriate personnel or department.

· Assembles daily deposit in a timely manner.

· Receives, sorts, and routes mail.

· Orders, receives, and maintains office supply inventory.

· Performs filing, photocopying, and collating as requested.

· Performs other duties as assigned.

REQUIRED KNOWLEDGE SKILLS AND ABILITIES

Ability to work independently without immediate direction or supervision.  Computer literacy in applicable programs.  Problem solving ability and skill in prioritizing tasks.  Ability to interact with management and staff at all levels.  Ability to multitask and can handle pressures and deadlines.  Knowledge of traffic duties.  

EDUCATION AND LICENSING REQUIREMENTS

High school diploma or general education degree (GED); three to six months’ related experience and/or training; or equivalent combination of education and experience.  A valid drivers license

PHYSICAL REQUIREMENTS

Job may require lifting or moving up to 25 lbs.  Able to sit for extended periods of time.
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