
 

 
Multimedia Distribution Specialist 
City of Virginia Beach – Job Description 
Date of Last Revision: 25-08-2021 

FLSA Status:  Non-Exempt Pay Plan:  General Grade:  19 
 
City of Virginia Beach Organizational Mission & Values 
The City of Virginia Beach exists to enhance the economic, educational, social and physical quality of the 
community and provide sustainable municipal services which are valued by its citizens. The City of 
Virginia Beach organization is based upon a belief in the democratic process of government. This belief 
provides meaningful ways for citizens, reflecting the diversity of our City, to contribute to the development 
of public policy. This process is enhanced by organizational values which guide member performance 
within the Virginia Beach Quality Service System. These Values define our desired organizational culture.  
We value quality customer service; teamwork; leadership and learning; integrity; commitment; and 
inclusion and diversity. 
 
Class Summary 
Perform all activities and operations of message board generation, program acquisition, and distribution, 
for a multi-channel television master control environment.  Responsible for efficient and accurate 
operation of a government and educational cable master control operation, including: data entry, 
program-trim editing, automation system file management, creation, editing, and programming of event 
submittals for inclusion into on-air message board systems; video, audio, and streaming signal quality 
monitoring; program acquisition and distribution utilizing video servers, ITFS, cable, antenna, and 
satellite; duplication of videotapes, multimedia, audio, and DVD media.  Coordinate activities with other 
staff requiring master control services and does related customer support work as required. 
 
Representative Work Functions and Responsibilities 
Plan and schedule master control operations. 
 
Work with minimal supervision; responsibilities are discharged under the guidance and supervision of the 
Television Engineer. 

 
Operate message board authoring and playback products for the creation and display of  public notices, 
event calendars, programming schedules, and emergency notification messages. 
 
Determine schedules and priorities for airing messages to provide timely public information on the 
municipal, educational, and cable access channels. 
 
Operate digital and analog video players/recorders, video servers, routing switchers, television monitors, 
waveform monitors, analog and digital satellite receivers, DVD duplicators, message boards, and web 
stream products for the purpose of cable casting, duplication, and web casting television programs. 

 
Maintain database of master control and information display operations. 

 
Maintain media library; and ensure that master tape library and data base are current and accurate, 
facilitating the use of data needed for the automation system programming and library report tracking, 
including copyright expiration, captioning, and archiving for Records Management. 
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Perform multi-format media duplication. 
 
Monitor program activity on multiple distribution channels multi-carrier franchises to verify signal quality 
and switching  accuracy. 
 
Create, edit, and enter automation programming. 
 
Report cablecast technical difficulties and maintain discrepancies log. 
 
Assume "on-call" (ALPHA) status during emergencies and inclement weather to provide emergency 
public-information message board material. 

 
Perform other job duties requiring skills, knowledge and physical requirements as demanded by those 
duties described or less. Individual assignments will be determined by the supervisor based on then 
current workloads and department needs. 

 
Performance Standards 
Ensure optimal operation of a multi-channel master control; allocate time and resources to facilitate the 
efficient and effective operation of program acquisition, duplication, and distribution activities; operate a 
variety of video, audio, and computer equipment to air and/or record programs according to schedule; 
display complete and accurate information and utilize pleasing layout formats for on-air information 
systems; maintain accurate up-to-date logs, records, and files; effectively communicate with other 
agencies and individuals regarding information, duplication, and programming requests; perform 
schedule, video duplication, and program acquisition requests in an accurate and timely manner; maintain 
a productive working relationship with internal and external customers. 
 
Minimum Qualifications 
Requires high school or GED plus four (4) years recent experience in fields providing the required 
knowledge, skills, and abilities and associated with such positions as computer operator, video production 
assistant, master control or videotape operator at a television broadcast or cable facility; or any equivalent 
combination of experience and training which provides the required knowledge, skills and abilities. 
  
Special Requirements 
All employees may be expected to work hours in excess of their normally scheduled hours in response to 
short-term department needs and/or City-wide emergencies. 
 
Positions within this class have been designated as Alpha I positions requiring employees to work during 
inclement weather, regardless of the City’s operational status. 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A. Knowledge 

1. Knowledge of state-of-the-art recording and distribution equipment, automation and routing 
systems, character and graphics generation techniques, television encoding and webcasting 
systems and operation. 

2. Knowledge of basic television system standards, formats, and equipment theory. 
3. Knowledge of basic system troubleshooting procedures. 
4. Knowledge of television scheduling with database and on-air grids. 
5. Knowledge of agency services, processes, policies, and procedures. 
6. Knowledge of municipal ordinances, copyright, and Freedom of Information Act applicable to 

educational and government master control operations. 
7. Knowledge of general time management techniques and effective team work practices. 
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8. Knowledge of  general networking and computer principles and Windows, Excel, FoxPro, 
Word, Outlook, Explorer, Crispin, Windows Media, Compix, ACMS, and Scala software 
applications. 

B. Skills 
1. Skill in operating computer-based automation and information display systems. 
2. Skill in operating video recorders, satellite receivers, routing switchers, video monitors, 

waveform monitors, DVD duplication, multi channel video servers, web casting encoder 
software, and other technical master control equipment. 

3. Skill in operating computers and office equipment. 
4. Skill in effective file and document management. 
5. Skill in evaluating basic video and audio signal quality utilizing test equipment such as 

waveform monitors, vector scopes, and VU meters. 
6. Skill in typing at 30 wpm or faster. 
7. Skill at isolating system failures and in generating work-arounds to continue service delivery. 
8. Skill in establishing work procedures which maintain work flow. 

C. Abilities 
1. Ability to create logical and functional program event files for multi-day unattended program 

distribution. 
2. Ability to visualize and implement pleasing layout formats for on-air information display. 
3. Ability to work well under pressure and meet deadlines. 
4. Ability to maintain complex records. 
5. Ability to interpret applicable copyright and FOIA laws, ordinances, regulations, and 

recommend specific operational practices. 
6. Ability to make basic mathematical computations accurately. 
7. Ability to communicate effectively orally and in writing to maintain good working relations with 

the general public, public officials, and City/School employees. 
8. Ability to work effectively and efficiently with minimal supervision. 
9. Ability to organize and determine priorities for long and short-term work assignments. 
10. Ability to work effectively in a team environment. 

 
Working Conditions 
Working conditions are intended to provide a general overview of the environmental conditions inherent in 
the job setting, as well as the physical, mental, and sensory requirements necessary to perform the 
essential functions of positions in the noted job title.  A more detailed description will be made available at 
the position (PCN) level both internally and externally with all posted open positions. 
 
NOTE: Per HR Policy 6.19, Americans with Disabilities, the City follows the requirements of the 
Americans with Disabilities Act (ADA) in all hiring and employment decisions.  The City shall not 
discriminate on the basis of disability in its hiring and employment practices.  The City shall make 
reasonable accommodations for the known physical or mental limitations of a qualified applicant or 
employee with a disability upon request unless the accommodation would cause an undue hardship on 
the operation of the City’s business. 
 

 


