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Division:			Channels
Reporting to:			Worldwide Channels
Location:			Media Centre, London

BBC WORLDWIDE

BBC Worldwide Limited is a fully integrated media company whose shares are wholly owned by the British Broadcasting Corporation (BBC). The company exists to maximise the value of the BBC’s assets for the benefit of the licence fee payer and invest in public service programming in return for rights. The company has five operating divisions: Channels, Content & Production, Sales & Distribution, BBC Magazines, and Consumer Products (including DVD publisher 2 entertain) with digital ventures incorporated into each business area.In 2010/11, BBC Worldwide generated headline profits of £160 million on headline sales of £1158 million.
BBC Worldwide was awarded with the Queen’s Award for Enterprise in April 2009. This prestigious award for International Trade recognised the company’s substantial growth in overseas earnings and its commercial success at outstanding levels, based on 3 years’ trading results, which benefit the UK creative industries and ultimately the licence fee payer.
For more information please visit www.bbcworldwide.com or follow us at twitter.com/bbcwpress.

OUR VALUES
At BBC Worldwide our values are at the heart of everything we do; our culture, how we operate and how we work together to achieve our objectives. We are passionate about creating the right culture to work in and employing candidates who can demonstrate they will contribute positively to the organisation.Our values are:
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THE POSITION

[bookmark: _GoBack]Reporting to the Senior Presentation Planner, the role is responsible for co-ordinating, managing and timing the relevant components of the presentation schedule, ensuring it is accurate for transmission. 
Specifically responsible for ensuring all planning aspects of the programme, interstitials and commercial schedule have been editorially and operationally approved. Schedules must meet all Playout Operations requirements at the point of handover and be fully transmittable without the need for further editorial assessment.  
Responsible for the day to day management and co-ordination of Transmission schedules from anything from TX - 10 weeks to handover on the day of TX to Playout Operations.
Work closely with the Channel Scheduler in Russia to ensure all components of the presentation schedule meet the original objectives and plans. 
The role will involve working with the Zeus scheduling system. 
MAIN RESPONSIBILITIES AND ACCOUNTABILITIES
Presentation Planning 

1. To be responsible for co-ordinating, managing and timing the relevant components of the presentation schedule for transmission.
1. To liaise on a daily basis with the Channel Scheduler in Russia on key issues affecting the overall service provided by Playout Planning. 
1. Responsible for implementing the campaign and navigational plan produced by the Media Planner and advise/action necessary changes. 
1. To liaise with other business areas including: Access Services, Compliance, TVT, New Media and Playout Operations to resolve Presentation Planning issues.
1. To ensure smooth running of the Planning process for their respective channels and to proactively suggest and develop new processes as required.
1. To assist in developing new processes as the business needs change.
1. To act on all reports of Planning issues with Transmitted schedules, to examine causes and to progress solutions with business areas and Playout Operations.
1. To provide Editorial awareness on schedule content and highlight to Channel Scheduler issues where contention may arise.
1. To liaise with all relevant business and Production areas to ensure delivery of Media data/information on all schedules passed to Media Management and onto Playout Operations.
1. To liaise with WW IT/Zeus support team to ensure the day to day support of Planning services.
1. To make informed decisions regarding timing and logistical problems in the schedule in close liaison with both the Channel Scheduler, Ad Sales, (as appropriate), and Media Planner.
1. To be editorially aware of international, national or regional cross-channel issues and platform considerations - and ensure liaison between key parties takes place to deliver accurate schedules across more than one channel/platform where required.
1. To liaise with Scheduler, Playout Editors, Ad Sales and external agencies regarding schedule changes. To manage the issuing of schedule amendments to all areas of BBC and other Client suppliers (eg production and listings magazines). To be the primary point of contact for all programme scheduling issues after the final schedule handover ( can be from TX- 6 weeks- e.g. responding to changes in programme durations, delivery dates or running orders)
1. To oversee the planning assistants work and ensure all, channel branding / navigation and pre-recorded continuity / links are scheduled accurately and are up to date.
1. As required to agree and manage the import of break pattern & spot files to ensure that the commercial content is fully integrated with the programme & commercial schedule and meets all BBC & OFCOM  rules & regulations regarding commercial air time by the time of handover to Playout Operations.
1. To check shared Google Docs daily and action any issues requiring correction and send new schedule versions.   

Operational Management

1. Ensure the planned presentation schedule is complete and correct at point of publication deadlines, and subsequently ready for (handover to) Playout Operations

1. Ensuring all correct versions of programmes have been scheduled, all outstanding data is accounted for, and any content/legal issues are managed and dealt with in a timely and relevant manner.

1. To ensure the Playout Operations and Media Management Team are fully briefed regarding all aspects of the presentation schedule at handover.

1. Assist with training of Planning Assistants and help them to prioritise their day-to-day workload; for your given channels, the work will be accurately completed on deadline.



KNOWLEDGE & EXPERIENCE
Knowledge & Experience
1. Experience working with presentation scheduling systems. Zeus an advantage although not essential.
1. Interest in and knowledge of television. An overall understanding of the Broadcast Industry and structure of Transmission Schedules, the significance of programme detail, junction points, commercial breaks, opt-out points and the requirements of associated computerised systems.
1. Experience with analysing ratings/research data and a good knowledge of both BBC and commercial content across a range of programme genres and formats. 
1. Experience working across EMEA territories and the operational requirements specific to non-English speaking countries an advantage. 
1. Knowledge of modern broadcast planning systems and operational practices.
1. Experience of working with external partners. 
1. Experience of developing new working practices in a co-operative environment.
1. Knowledge of editorial policy and guidelines, ITC / OFCOM guidelines, joint venture agreements and marketing principles.

Skills & Behaviour
1. A high level of accuracy and attention to detail.
1. Excellent level of interpersonal skills and the ability to communicate tactfully and persuasively. 
1. The ability to interpret information, and make decisions based on sound editorial and “best practice” judgement.
1. Able to efficiently and correctly identify the source a problem, both seeking and providing guidance as appropriate leading to effective, timely resolutions.
1. A positive, open minded and creative approach to change, dealing effectively with complexity and uncertainty.
1. A resilient approach, making progress despite set backs and resistance.
1. The ability to adapt and respond easily in the face of changing priorities and plans. 
1. The ability to work effectively as part of larger team acting in a supportive and collaborative way as well as independently.
1. Good organisational & time management skills and the ability to work to deadlines.
1. Excellent communication skills, both written and verbal.
1. Fluency in Russian would be very useful.
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