
SYN Media 
Position description 

 

POSITION TITLE Schools On Air Producer TERMS OF 
EMPLOYMENT 

Full time, permanent ongoing (37.5 hours) 

REPORTS TO Training and 
Development Manager 

SALARY $40,000 p.a. plus statutory superannuation 

WORK LOCATION RMIT University 
Building 12, Level 3, 
Room 95 
420 Swanston St, 
Melbourne 3000 

APPLICATION 
DETAILS 

Please email your application in a single 
document as a PDF to Evrim Şen via 
training@syn.org.au.  

CLOSING DATE Applications are due 
11.59pm on Thursday 
the 21st of March 2019. 

NOTE SYN has an exemption from the Victorian Civil and Administrative Tribunal to allow 
discrimination on the basis of age (exemption no. A98/2012). SYN has a preference for 
candidates under 26 years of age. (NB. Candidates over 26 are still encouraged to apply.)  

CHILD SAFE POLICY SYN is committed to child safety. We have zero tolerance of child abuse. Our robust 
human resources, recruitment and vetting practices are strictly adhered to during the 
application and interviewing process. Applicants should be aware that we carry out 
working with children checks, police checks and reference checks as we see fit to ensure 
that we are recruiting the right people. 

 

1. ABOUT SYN 

 
SYN is a media organisation run by a community of young people that provides broadcasting and training 
opportunities for young Australians. SYN informs, empowers and entertains young people by providing facilities and 
training that allows them to gain access and practical industry experience in all facets of the media, as detailed in the 
organisation’s 2018-20 Strategic Plan. Outside of its staff, SYN relies on the strength of its volunteer base to maintain 
its extensive operations. All volunteers are under the age of 26. SYN’s current operations include:  

SYN Radio: 90.7 (FM) and SYN Nation (DAB+ digital) 

SYN operates a full-time community broadcasting license and can be heard throughout Melbourne, Geelong and in 
parts of regional Victoria on FM and DAB+. Both stations stream live from our website. SYN’s radio content is as 
diverse as its volunteers, and rotates five times a year. SYN’s Radio Department is run entirely by young volunteers. 
SYN's radio audience is approximately 70,000 listeners a week. 

SYN TV and Screen 

SYN’s TV and Screen Department is entirely run by young volunteers and currently produces three hours of live 
youth television each week and a range of online video content. Up to 15,600 people watch SYN’s flagship TV 
production, 1700, that broadcasts three nights a week on Channel 31 across Melbourne and Geelong. 

SYN Online 

SYN manages syn.org.au, an interactive online community for people under the age of 26 to exhibit, distribute and 
share their content. SYN Online features a live radio stream of SYN’s two radio stations, podcasts, videos and blogs. 

Media Learning 

SYN Media Learning provides media education experiences for young Australians and those who work with young 
Australians. Media Learning is SYN’s largest social enterprise, offering media training to young people in Melbourne 
through hands-on radio and new media workshops. Each year SYN works with more than 100 secondary schools and 
other groups to offer training through innovative peer-to-peer programs to approximately 3,500 young people per 
year. We also provide tailored educational program experiences, with various corporate organisations. 
 

mailto:training@syn.org.au
http://syn.org.au/
http://syn.org.au/tailored-projects/


 
2. JOB SPECIFICATION 

 

PRIMARY FOCUS   

SYN’s Schools On Air Producer is the coordinator of SYN Media Learning’s program, Schools On Air. They are 
responsible for all the day to day admin of SYN Media Learning’s various educational programs, including 
booking programs, marketing of Schools On Air, following up on queries and redeveloping the program to suit 
various student’s needs. They also manage the rostering of SYN Media Learning’s casual staff. The other key 
aspect of their job is the producing of the program Schools On Air, and are required in SYN’s studios, to run all 
aspects of the show on air. They also will occasionally run other SYN Educational Programs, such our Radio Basics 
Workshops, Live Radio Workshops or Schools on Air Induction Training. 
 

KEY RESPONSIBILITIES 

 Coordinating the production and promotion of Schools on Air and related Media Learning programs  

 Assisting in the coordination of the support staff for Schools on Air and related Media Learning programs  

 Developing curriculum-relevant resources to assist students and teachers in the production of Schools on 
Air  

 Building an online brand and managing social media for Schools on Air, in conjunction with schools  

 Publishing content from Schools on Air online and scheduling fill-in content during timeslot gaps  

 Assisting the Education and Training Manager to maintain and build relationships with schools, teachers 
and students  

 Assisting the Training and Development Manager to market Schools on Air and related Media Learning 
programs to prospective clients, including securing bookings 

 Capturing quantitative and qualitative data of student and teacher experiences with Schools on Air to aid 
evaluation 

 Work cooperatively with staff and volunteers to achieve the organisation’s objectives 
 

RESPONSIBILITIES shared with all SYN staff 

 Adhere to SYN’s values of Access, Independence, Participation, Diversity and Innovation 

 Maintain a high standard of work practices and ensure integrity, respect and confidentiality while 

carrying out core tasks 

 Work cooperatively with staff and volunteers to achieve the organisation’s objectives 

 

3. PERSON SPECIFICATION 

 

PERSONAL ATTRIBUTES 

You are passionate about media, enjoy working with young people and love to see them succeed. You enjoy 
teaching and coaching others. You take initiative, work well under pressure and can work unsupervised or in a 
team environment. You pay close attention to detail and exemplify the SYN values in your work.  
 
KEY SELECTION CRITERIA 
Skills, Knowledge, Qualities, Experience 
 
Required: 

 Experience producing high quality radio content, a strong understanding of making outstanding content  

 Experience working with radio broadcasters of varying skill levels and/or experience delivering training in 
the community broadcasting sector 

 Proven track record in producing digital media and coordinating social media for a project or program 

 Excellent oral, written and interpersonal skills and the ability to develop positive working relationships 
with young people and teachers 

http://syn.org.au/learn/schools/
http://syn.org.au/show/schools-on-air/


 Self-motivation and a strong ability to take initiative, the capacity to work both unsupervised and within 
a team 

 Advanced organisation and multi-tasking skills, and strong attention to detail 

 An ability to change and adjust training styles to how different students learn 

 Experience communicating with clients (eg. teachers) to change programs to suit their outcome needs 

 A working with children check or ability to attain one 
 

 
4. APPLICATION PROCESS 

 
A max one page cover letter, detailing why you are interested in the position. A max two page CV, including 
minimum two professional references, including your most recent/current manager. Responses to the key 
selection criteria detailed in the position description, max 200 words per response. Email all applications in a single 
document directly to Evrim at training@syn.org.au. 
 
Applicants will be contacted within 1 week after submitting applications. If your application is successful we will 
invite you in for an interview. For more information on this position, email Evrim at training@syn.org.au or call 03 
9639 2849. 
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