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Not all stations have this number of staff. Some jobs can be done 
by the same person. The Programme Controller more often than 
not will also be the Head of Music.

Some Radio stations belong to Groups, where they will have one 
person in the role for a number of stations.

Scriptwriting and Commercial Production can also be provided by 
outside companies, who supply finished audio (certified 
conforming to ASA & OFCOM regulations) directly to the Traffic 
Manager to load onto the studio playout system.
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Mange contracts with suppliers. Maintain studio, 

transmission and off ice equipment. Approve and 

manage health and safety for studio and outside 

broadcasts.
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Liaise with Sales, Accounts, 

Programming and 

Commercial Production.

Run Department, making 

sure Advert Logs are in the 

studio with all the correct 

audio every day. 

Liaise with Sales, Traffic and 

Programming. Manage cash 

flow. Pay Utility Bills and 

salaries. Report profit / loss 

to Station Manager.  

Liaise with Accounts, Traffic, 

Programming, Commercial 

Product ion and Sales 

Agencies.

Manage Sales Executives. 

Set Sales targets.

Agree airt ime available with 

Programme Controller.  

Liaise with Accounts, Traffic, 

Programming, Commercial 

Product ion, Sponsorship & 

Promotions and Engineering.  

Liaise with Accounts, Traffic, 

Programming, Commercial Production, 

Sponsorship & Promotions and Show 

Producers.

Design Studio and IT Facilities.

Ensure station is ON AIR 24 hours a day.

Make sure station is Logging output for 

42 days to conform to OFCOM 

regulations.  

Overall responsibility for 

running of the business. 

Conforming to OFCOM 

regulations. 

Liaise with all Department 

heads.

Schedule Commercials once approved 

by accounts, in contracts agreed by sales 

and Sponsorship & Promotions. Send list  

of adverts to be produced and loaded into 

the studio to Commercial Production.

Approve Commercial Contracts, Invoice 

for Airt ime packages and commercial 

product ion.

Meet with advert isers, sell 

contracts of airt ime and 

sponsorship.

Meet with advert isers, create sponsorship 

opportunit ies such as major competitions. Make sure 

station branding is visible at outside broadcasts.

Choose presenters, competitions and shows. Overall control of 

the sound of the station. Analyse Audience research. Provide 

feedback and mentoring for producers and presenters. Make 

sure stat ion fulfils OFCOM regulations. Report directly to 

Station Manager over Rise and Fall in Audience figures.

Head of News

 

Journalist

 

Run promotions team handing out car 

stickers at outside broadcasts. Assist in 

smooth running of all sponsored events 

and audio.

Organise Editorial agenda for 

station in cooperation with 

Programme Controller. 

Organise Journalist shif ts. Make 

sure stat ion fulfils OFCOM 

regulations. 

Create Music Schedule in 

cooperation with programme 

controller. Assist in Station 

Sound Design.

Maintain broadcast and office IT 

Systems. Website and 

streaming.

Maintain studio and office 

Systems and infrastructure. 

Provide support on Outside 

Broadcasts.

Manage producers, budgets, 

studio time, PRS report ing, 

voiceovers, scriptwriters. 

Liaise with Sales and 

Sponsorship & Promotions.

Scriptwriter

 

Turn Scripts into commercials. 

Direct Voiceovers, and load 

audio into studio playout 

system.

Write Scripts based on client or agency 

ideas. Make sure they conform to ASA 

(advertising Standards Agency) and 

OFCOM Regulat ions.

Create Jingles, Sweepers, Promos and 

competition elements. Direct Voiceovers, 

and load audio into studio playout system.

Track down stories. Write Bulletins. 

Interview guests. Liaise with SKY News or 

IRN. Present Bulletins.

Manage Presenters Make sure they conform to  OFCOM 

Regulat ions. Create Feature Elements. Liaise with Station 

Sound, Website Design. Make sure show runs to time! 

Create Feature Elements. Liaise with Station 

Sound, Website Design. Present Show. 
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