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The Mission of the West Ohio Conference is to equip local churches to make disciples of Jesus 
Christ for the transformation of the world…a world of justice, love, and peace filled with people 

growing in the likeness of Jesus Christ. 
 

 Multimedia Producer: Producers are responsible for all aspects of collaborating with clients to create 
professional level content. This includes partnering with the Director of Communications to listen to 
customer needs, pitch ideas using photography, video/audio recording, editing, and other multimedia to 
achieve customer goals. This may also include working in the field with other customers and content 
consumers; overseeing vendors and external talent, and other duties as assigned by Supervisor.  
 .  

___________________________________________________________________________________ 
 
Hired By: Director of Communications   
Reports To:  Director of Communications 
Supervises: Vendors as needed             
Evaluated:  Quarterly Check In 
FLSA:  
Schedule: 8:30 – 5:00 p.m. Flexible depending on project demands 
 
Spiritual Requirements:  
 

1. Shows their commitment to Jesus through words and actions. 
2. Active faith within a United Methodist church. Committed to the values, beliefs, practices, and 

organizational structure; a passion for communicating the United Methodist story in creative 
and powerful ways. 

3. Commits to personal spiritual growth through regular study of scripture, prayer, cultural 
competency, and missional engagement. 

4. Considers this position a ministry calling, not simply a job. 
5. Demonstrates the fruit of the Spirit (love, joy, peace, patience, kindness, goodness, faithfulness, 

gentleness, self-control) in their life and leadership. 
 
Professional Responsibilities (Essential): 

• Producers will manage multiple assignments including filming, editing, and writing. 
• They will pitch creative ideas and strategies to clients and associates. 
• They are responsible for quality control of footage acquisition for their clients. 
• They may assist with the creation and coordination of all filming logistics. 
• They may oversee or be directly involved with editing based on the needs of the client. 
• Producers are responsible for maintaining and overseeing all production equipment. 
• Producers will collaborate closely with other team members to ensure quality video productions 
• Producers will be responsible for delivering footage and files to external servers 
• They will have direct interaction with clients and must manage shoots as needed on a per 

project basis at various budget levels across multiple categories. 
• At times Producers will assist in interacting with our clients to discuss creative concepts and 

other aspects of production relevant to the client. 
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Knowledge/Skills/Abilities: 

• The ideal candidate has a minimum of 1-3 years of previous experience as a 
videographer/photographer and will assist in bringing creative concepts to life, including but not 
limited to developing and executing video, podcasts, multimedia productions from start to 
finish. 

• The Producer must have a proven track record of excellent 
photography/videography/editing/writing skills and the ability to assist in the development of 
high quality, creative and compelling concepts. 

• This position must coordinate with various internal and/or external partners to schedule and 
execute various types of productions while adhering to project deadlines and budgets. 

• Proven ability to manage several projects simultaneously. 
• Excellent client facing skills. 
• Strong understanding of production techniques in filming, time needed for projects and best 

practices for execution related to production services is essential. 
• Must work well within a collaborative environment, be self-sufficient, resourceful and handle 

deadline pressure. 
• Experience using, DSLR cameras, Adobe Premiere Pro, Adobe Creative Cloud, Final Cut Pro, and 

After Effects. 
• Knowledgeable about social media platforms 
• Understanding of The United Methodist Church is a plus. 

 

Key Accountability Multimedia production 

Duty Statements Coordinate all aspects of assignments including filming, editing, writing, logistics 
and meeting with clients. Maintain all production equipment. 
 

 
 
Professional Competencies: 

 
1. Professional: Positively represents the Conference in word, deed, and attitude 
2. Flexible: Willingness to adjust schedules and priorities as necessary 
3. Hospitality: Welcomes all people, regardless of opinion or perspective 
4. Trustworthy: Commitment to abide by a strict code of confidentiality 
5. Self-starter:  High degree of initiative to perform job responsibilities without prompting 
6. Problem-Solver: Capable of finding solutions to challenges and obstacles 
7. Organized and Deadline-Oriented: Ability to perform the essential functions of the job in a 

regular and predictable manner with a high degree of accuracy and attention to detail 
8. Team Player: Ability to work effectively with others, both inside and outside the Conference 
9. Lifelong Learner: Initiative to learn new skills, techniques, and ways to accomplish projects and 

goals 
10. Coachable: Willingness to take direction, receive suggestions, and to be challenged 

 
Education and Experience:  
Bachelor’s degree in media production, communications and/or related experience in the field. Samples 
of your work will be required during the interview process. 
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Work Environment: 

This position operates in a professional office environment. This role routinely uses standard office 

equipment such as computers, phones, photocopiers, scanner, filing cabinets and fax machines. 

Physical Demands: 

While performing the duties of this job, the producer is regularly required to talk, hear, and see. The 

employee frequently is required to sit for extended periods, stand, walk, use hands and fingers, handle 

or feel; and reach with hands and arms. This position requires regularly spending long hours in intense 

concentration editing and reviewing media projects. The position requires the ability to occasionally lift 

camera and production equipment.  

Travel: Occasional in-state travel is required.  

 


