Position Description
Elections Coordinator

Temporary Contractor Position 
Connecticut Public Affairs Network, Inc. 
1. Begins ASAP
2. Assignment Expected to End After State Elections
3. Status:  Independent Contractor - Temporary
4. Reports to Dominique Avery, Director of Programming
5. Pay Rate:  TBD
CONTRACT APPENDIX I
Services:
Consultant shall be responsible for the coordination and tracking of CT-N’s election coverage.  This coverage may include, but is not limited to, nominating conventions, campaign events (e.g. news briefings or other appearances), debates, candidate forums, special primary and/or election night telecasts, etc. 

Consultant shall perform the following services as part of the above-referenced responsibilities:

1. Cultivate relationships with candidates, campaign managers, communications directors and other political operatives to obtain information on and access to campaign events
2. Conduct phone, newspaper, internet and videotape research for coverage possibilities
3. Cultivate relationships with news media outlets for potential collaborations
4. Collect or oversee collection of data related to CT-N’s editorial balance in elections coverage, including but not limited to contact logs, events covered, and air schedules for each candidate and race

5. Develop and maintain campaign program calendar and work with Assignment Manager to integrate into CT-N master program calendar

6. Brief CT-N program selection committee as needed on upcoming campaign events and provide recommendations for coverage
7. Coordinate with Programming and Production departments to schedule, set-up and execute coverage of campaign events
8. Write and edit informational graphics, voice overs, and other copy elements

9. Coordinate voice overs and other preproduction elements

10. Work with CPAN staff to edit and/or supervise editing of all production elements to create finished product
11. Other production and administrative duties as assigned by the Director of Programming

Consultant shall report to the CT-N Director of Programming.

Compensation/Period of Performance:
Consultant shall be paid at a rate of $TBD per two-week pay period during the Period of Performance.  The Period of Performance shall begin on TBD and end on TBD.  
Send cover letter and resume to: Mark Tyszka, Director of Human Resources, mark.tyszka@cga.ct.gov. 

(Approved 02/05/2010)

