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BBC MEDIA ACTION 

 

JOB DESCRIPTION 

 

 

LOCATION: Tanzania  

 

JOB TITLE:  Drama Broadcast Assistant/ Archivist,  

 

REPORTS TO:              Drama Director/ Story Editor  

 

DURATION:    12 months (with possible extension) 

 

SALARY  Highly competitive within Tanzanian NGO market rates   

 

 

BBC Media Action 

 

BBC Media Action uses media and communications to reduce poverty and promote human rights in 

developing countries. To achieve this, Media Action partner with civil society, local media and 

governments to: 

 Produce creative programmes in multi-media formats, based on robust research, which inform 

and engage audiences around key development issues. 

 Strengthen the media sector through building professional capacity and infrastructure. 

 

Media Action believes in the power of media and communication to help reduce poverty and support 

people in understanding their rights. Our aim is to inform, connect and empower people around the 

world. 

We are passionate about people getting the information they need and in turn being able to 

communicate – to good effect – with those in power.  

 

BBC Media Action delivers a portfolio of media projects in Tanzania. We seek to expand this portfolio 

of work, but also ensure that existing projects are delivered to time, to budget and to the highest 

standards, and in accordance with BBC editorial values as well as Media Action best practice. 

 

Overall Purpose of Job 

 

The Drama Broadcast Assistant/ Archivist will be responsible for facilitating production elements for an 

episodic radio drama programme. This requires supporting the Drama Series Producer and Director/ 

Story Editor over aspects of production, recording and editing of series episodes. 

 

Main Duties 

 

 Undertaking general research for programmes; 

 Producing transcripts, programme logs and running orders; 

 Distributing and executing  contracts and payments on location for guests and contributors; 

 Answering and archiving details of past programmes; 

 Booking resources, facilities, studio time and equipment; 

 Assisting with time-keeping in studio and location recording and management; 
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 Assisting the production team administratively; 

 'Driving the desk' for some pre-recorded or live location recording; 

 Contributing to the creative input of a show, for example writing cues and updating scripts; 

 Assembling and updating online content for BBC Media Action Tanzania social media as well 

as general BBC  Media Action blogs and online presence  

 

 

 

Required skills, knowledge and experience 

  

 Experience in radio production; experience in digital media a plus but not essential; 

 Experience of systems for managing production resources is desirable but not essential 

 Excellent communication skills in English and Kiswahili (verbal and written); 

 

Key competencies 

 

The following competencies (behaviours and characteristics) have been identified as key to success in 

the job. Successful candidates are expected to demonstrate these competencies.  

 

 Analytical Thinking – Able to simplify complex problems, processes or projects into 

component parts, explore and evaluate them systematically. Able to identify causal 

relationships, and construct frameworks, for problem-solving and/or development. 

 Decision Making – Is ready and able to take the initiative, originate action and be responsible 

for the consequences of the decision made. 

 Planning and Organisation – Is able to think ahead in order to establish an efficient and 

appropriate course of action for self and others. Prioritises and plans activities taking into 

account all the relevant issues and factors such as deadlines, staffing and resources 

requirements. 

 Resilience – Can maintain personal effectiveness by managing own emotions in the face of 

pressure, setbacks or when dealing with provocative situations. Can demonstrate an approach 

to work that is characterized by commitment, motivation and energy. 

 Influencing and Persuading – Ability to present sound and well-reasoned arguments to 

convince others. Can draw from a range of strategies to persuade people in a way that results 

in agreement or behaviour change. 

 Communication – The ability to get one’s message understood clearly by adopting a range 

of styles, tools and techniques appropriate to the audience and the nature of the information. 

 Managing relationships – Able to build and maintain effective working relationships with a 

range of people. 

 

 

The BBC is an equal opportunity employer. 

___________________________________________________________________ 

 

DATE OF ISSUE: August  2013 

___________________________________________________________________ 

 

(A job description is a written statement of the essential characteristics of the job, with its principal 

accountabilities incorporating a note of the skills, knowledge and experience required for a satisfactory level 

of performance.  This is not intended to be a complete, detailed account of all aspects of the duties involved 

and duties may change during the course of the assignment.) 

 


