
HCTV Assistant 
Job Description and Duties 

 
Job Description: Assist the HCTV Facilitator with all aspects of the HCTV operations including studio operations, cable playback 

scheduling, and coordinating recording of government meetings. 

Accountability: Report to and receive direction from the HCTV Facilitator. 

Duties and Responsibilities:  

 Government Meetings: 

 Maintain monthly HCTV electronic calendar of government meetings and adjust as changes occur. 

 Schedule HCTV camera operators for the recording of all government meetings cablecast on HCTV. 

 Cover recording of meetings when no camera operator is available. 

 Schedule meetings for recording and replay on cable TV system. 

 Perform ongoing evaluation of HCTV camera operators to maintain quality recordings. 

 Maintain printed DVD stock for recording and copying meetings. 

 File recorded DVD copies of meetings for archival purposes. 

Programming: 

 Create and maintain weekly schedule of programs to be played back on Hudson access channels (20, 21, and 

22). 

 Provide weekly schedule to HLN for publishing in newspaper. 

Studio: 

 Assist in staffing Access Center during regularly scheduled hours of operation and after hours, when necessary. 

 Assist in equipment disbursement, collection, maintenance, and inventory. 

 Assist with onsite productions and new show development. 

 Assist with video editing of programs. 

Graphics: 

 Keep names and titles of board and committee members updated in the graphics system. 

 Assist with creation and scheduling of messages and announcements on the cable bulletin board system. 

Training: 

 Train new HCTV camera operators on the proper and skilled use of the equipment to record all the government 

meetings. 

 Retrain HCTV camera operators when necessary. 

 Assist with the training for camera operation, video editing, and control room use. 

  Perform other duties as assigned. 

Skills Required: Should have good interpersonal communication skills in order to meet with various individuals and 

organizations to further the goals of HCTV. Previous experience with video production including camera 

operation and editing required. Experience with local cable access television operation desired. Knowledge of 

Tightrope Systems cable recording, playback, and scheduling system helpful, but will provide training if 

necessary. The ability to lift and carry up to 50 lbs. and to climb and work from a ladder with tools and other 

objects is required. 
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