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Public Radio East

BROADCASTING FROM CRAVEN COMMUNITY COLLEGE

December 14, 2023

Elizabeth E. Goldin, Assistant Chief
Investigations and Hearings Division
Enforcement Bureau

Federal Communications Commission
45 L Street, N.E.

Washington, D.C. 20554

Re:  Craven Community College
Response to EEO Audit Letter
Non-Commercial Educational
Stations WTEB(FM), New Bern, NC
Facility ID No. 14356

Dear Ms. Goldin:

Through this letter and its attachments, Craven Community College, (the “College”)
licensee of non-commercial educational station WTEB(FM), Facility Identification Number 14356,
New Bern, North Carolina, hereby responds to the random audit letter dated October 30, 2023
(the “EEO Audit Letter”), concerning its equal employment opportunity (“EEQ”) practices and
compliance with the Commission’s EEO rules and policies. WTEB(FM) is co-owned and included
in the same employment unit with Stations WZNB(FM), Facility identification Number 94050,
New Bern, NC; WKNS, Facility ID Number 14368, Kinston, North Carolina; and WBJD{FM), Facility
Identification Number 14357, Atlantic Beach, NC, all of which are also licensed to Craven. These
employment unit stations are operated together by the College as Public Radio East. As all of the
stations are included in the same employment unit, a consolidated response is being filed for all
of the stations in the employment unit,

1) inresponse to Question 2(b)(i} of the EEQ Audit Letter, copies of the two most
recent public file reports (2021-22 and 2022-23) for the CoIlege/PubItc Radio East
employment unit are provided in Attachment A.

2) The website for all of the stations in the employment unit is
www.publicradiceast.org, and the most current annual public file report is linked at
www.publicradioeast.org,

3) Inresponse to Question 2(b)iii of the EEO Audit Letter, the College filled the
following full-time positions during the applicable public file reporting periods.

News Reporter — August 1, 2021

Barker Hall | 800 College Court | New Bern, NC 28562 89.3 WTEB / 88.5 WZNB / 90.3 WKNS
252.638.34%1°] Pax 252,638.3538 | www.PublicRadioEast.org 91.5 WBID / 88.1 W201A0



Senior Administrative Assistant — December 1, 2021
News Reporter — December 1, 2022

Assistant General Manager — August 15, 2022
Development Co-ordinator — October 15, 2022
Accounting Assistant — October 1, 2022

The hiring process for this open position was undertaken through the College’s
separate Human Resources Department. Further information as to the hiring
process is included in the attached public file reports. In addition, attached hereto
at Attachment B are copies of the Vacancy Listings posted on the Craven Community
College JobCenter website and emailed to the Craven Community College CCC
Everyone ListServe, which includes all College employees. Also attached are the
texts used for postings on Matchforce.com, NCMilitaryPipeline.com, and the North
Carolina Community College System Job Search website, and the job postings for
HigherEdJobs.com and current.org, as applicable. The licensee does retain copies of
all notices sent to all recruitment sources.

4) In response to Question 2{b}(iv) of the EEQ Audit Letter, there were the following
number of interviewees from the listed sources:
Senior Administrative Assistant — 3 Interviewees
Craven Community College NeoGov website — 2
Other - 11

News Reporter — 2 Interviewees
Craven Community College Facebook Page ~ 1
Other—1

News Reporter — 1 interviewee
North Carolina Community College System — 1

Assistant General Manager — 1 interviewee
Employee Referral — 1

Development Co-ordinator — 1 interviewee
Craven Community College NeoEd website

Accounting Assistant — 2 intervieweea
Craven Community College NeoEd website — 1
Other-1

' Please note that the College’s employment application requests information as to the applicant's referral
source and lists the sources commonly contacted, as well as a final choice of Other. The College did not
obtain further details.
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5) Inresponse to Question 2(b)(v} of the EEO Audit Letter, a general description of the

{01697758-1 }

College’s substantial involvement in employment activities in the communities
served by Public Radio East is included in the employment unit’s annual EEO public
file reports. In particular, a part of the College’s mission is to provide resources to
job seekers to assist them in the process of seeking employment and to train them
in the best methods of seeking an employment position. While the College
employees engaged in these efforts generally are not also employed at the stations,
the College is the stations’ licensee, and the College’s efforts in aiding job seekers
thus necessarily brings the possibility of employment in broadcasters to the
attention of members of the community at the very time that they are seeking
employment. It serves this mission in part through the Small Business Center, which
is located at Craven Community College.

Furthermore, the college participated in four job fairs sponsored by
NCWorks/Craven Works., including the 2022 and 2023 Veteran’s Day Job Fair, and
two additional job fairs on March 29, 2023, and May 11, 2023.

Additionally, by contacting Marine Corps Air Station Cherry Point for each job
opening, the College reaches a large pool of diverse potential applicants. Most
importantly, because the office that assists Marines in transitioning to civilian jobs
receives notices of the various positions that become available, they become aware
of the variety of job opportunities available in broadcasting and can suggest to
potentially suitable candidates that they apply for a job in broadcasting, whether at
one of the College’s stations or with another broadcasting company. As noted
above, the pool of Marines transitioning to civilian life includes individuals from a
wide variety of backgrounds and is quite diverse.

Furthermore, the College maintains memberships in a variety of community
organizations, including the New Bern Area Chamber of Commerce, Craven 100
Alliance, the Swiss Bear Downtown Development Corporation, and the Havelock
Chamber of Commerce. In addition, Public Radio East is itself a member of the
Carteret, New Bern and Onslow Chambers of Commerce. This substantial
involvement in multiple community organizations, many of which seek to serve a
diverse array of community residents, serves to bring the availability of employment
in broadcasting to the attention of a wide variety of residents and community
leaders. Documentation of the College’s participation in these community activities
is attached hereto at Attachment D.

The station employment unit has a total of seven full-time employees. The New
Bern metropolitan statistical area had a 2020 census population of 122,168 people.
Thus, on both counts, the employment unit is required to perform two initiatives in
a two-year period. The employment unit has met that obligation.



6)

7)

8)
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In response to Paragraph 2(b){vi) of the EEO Audit Letter, there have been no
complaints as to the employment practices of the employment unit, or as to
employees working with the station, before any body having competent jurisdiction
under federal, state, territorial or local law.

In response to Paragraph 2(b}(vii) of the EEQ Audit Letter, || levels of management
are charged with assuring that The College’s Policies and Procedures are followed
including those regarding EEO programs. Each employee is encouraged to discuss
any concerns regarding discriminatory actions with their supervisor or with the
College Human Resources Department directly. The College’s EEQ Program is clearly
defined by the College’s Board Policy. The College assures equity in pay, leave and
promotion practices as outlined in the College’s Board Procedures. These policies
and procedures are routinely reviewed by the College’s Board and amended as
necessary.

Prospective and current employees are also informed of the EEO program, as all job
announcements and correspondence contains language stating that the College is an
Equal Opportunity Employer and Educational Institution.

In response to Paragraph 2{b)(viii) of the EEO Audit Letter, the College as a whole,
however, has developed and adopted the following EEQ policies for implementation
College-wide.

Specifically, the Board has established a human resources and personnel system that
provides for the recruitment, selection, and continuous development of an effective
workforce that is responsive to the needs of the College community. it is the policy
of the Board to comply with all applicable state and federal employment laws and
regulations. The President is directed to implement this policy with those
Administrative Procedures and policies consistent with the Board s directives. The
Board also recognizes that periodic updates and revisions of the College s personnel
policies will be necessary. Minor changes in personnel policies required by changes
in State or federal law or regulation do not require approval by the Board. Changes
deemed major by the President shall be presented to the Board as proposed
amendments to the personnel policy. Changes in personnel policies adopted by the
Board or required by the President will be communicated promptly to all employees.

The College is an equal opportunity employer. The College's policy, from recruitment
through employment, job assignment, promotion, retirement, and all phases of the
emplioyment relationship, is to provide equal opportunity at all times without regard
to age, race, color, religion, disability, sex, sexual orientation, national origin, genetic
information, or other legally protected status. The President will ensure that all
employment decisions are in accordance with these principles of equal employment
opportunity. This Policy extends to all terms, conditions, and privileges of
employment, as well as the use of the College's facilities and participation in all



9)

activities sponsored by the College, including the following: (i) recruitment,
advertising, and job application procedures; {ii) hiring, promotion, assignment,
training, evaluation, discipline, advancement opportunity, discharge, and other
terms and conditions of employment; and (iil) compensation, insurance, leave,
training, social and recreational programs, and other benefits and privileges of
employment.

In response to Paragraph 2(b)(ix), please see the College’s policies stated above.
Additionally, the college Board has authorized the President to implement a
compensation plan that will provide for the equitable administration of the College’s
pay practices taking into consideration internal equity and external competitiveness.
Under the College’s salary plan, every staff employee position is classified into one
of twenty-one position groupings that were determined through a classification/
compensation study. Any new position description or significantly changed position
must have a Position Questionnaire completed by the supervisor and approved by
the Vice President of that unit. The President’s Executive Leadership Team will
determine when a current position’s scope has been significantly changed, thus
requiring the questionnaire to be completed. The Position Questionnaire is then
sent to the Classification Committee to be factored and placed into the appropriate
pay group using the Factor Evaluation System (FES).Staff positions are grouped into
pay grades as indicated by the total scores obtained through the FES. The College
may make annual adjustments to the salary plan based on analysis, legislative
increases or any other budgetary conditions,

The employment unit does not have any union agreements.

10) Paragraph 2(b)(x) of the EEQ Audit Letter is inapplicable.

11) Paragraph 4 of the EEO Audit Letter, dealing with time brokerage agreements, is also

inapplicable.

| hereby certify that the foregoing information is true and correct to the best of my
knowledge and belief.

{01697758-1 )

Respectfully submitted,

CRAVEN COMMUNITY COLLEGE

By: Yo Nb
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EEO Public File Report
Stations WTEB(FM}, WKNS(FM}, WBJD{FM) and WZNB(FM)
August 1, 2021 - July 31, 2022

EEO Public File Report Stations WTEB(FM), WKNS(FM), WBJD(FM) and WZNB{FM)
During the period August 1, 2021 through July 31, 2022, Craven Community College
(“the College”) hired two new employees for the stations employment unit consisting of
noncommercial educational Stations WTEB(FM), New Bern, NC, WKNS(FM), Kinston,
NC, WBID(FM), Atlantic Beach, NC and WZNB{FM), New Bern, NC. These employment
unit stations are operated together by the College as Public Radio East.

Information regarding these hires is as follows:

o

Position Filled: Senior Administrative Assistant

Recruitment Source of Hiree: Craven Community College NeoGov website

Recruitment Sources of Contacted - The recruitment sources contacted in connection
with seeking to employ someone to fill the open position, and the number of
interviewees referred by each, as follows:

Recruitment Source Number of Applicants
5

Referred

HigherEdjobs.com

Kevin Varner - kevinv@higheredjobs.com

1010 Lake Street, Suite 611

Oak Park, IL 60301

814-861-3080 x204

MatchForce.com http://www.matchforce.org

US Military Pipeline https://ncmilitarypipeline.org

NC Works Reeshema Walker- reeshema.walker@nccommmerce.com
MCAS Cherry Point muravsky@usmc.mil

NC Division of Vocational Rehab lisa.temple@dhhs.nc.gov
NCCCS nccommunitycolleges.edu '

200 West Jones Street

Raleigh, NC 27603

919-807-7100

Craven Community College CCC Everyone ListServ

Craven Community College FaceBook Page

Craven Community College NeoGov website




Katherine Tuttle - tuttlek@cravence.edu

800 College Court

New Bern, NC 28562

252-638-7335

Referral

Other

Total Interviewees

Recruitment Source of Hiree: Craven Community College NeoGov
website

Recruitment Sources Contacted

The recruitment sources contacted in connection with seeking to employ someone to
fill the open position, and the number of interviewees referred by each, are as follows:
Recruitment Source Number of Interviewees
Referred

HigherEdjobs.com

Kevin Varner - kevinv@higheredjobs.com

1010 Lake Street, Suite 611

Oak Park, IL 60301

814-861-3080 x204

MatchForce.com http://www.matchforce.org

NC Military Pipeline https://ncmilitarypipeline.org

NC Works Reeshema Walker- reeshema.walker@nccommmerce.com

MCAS Cherry Point muravsky@usmc.mil

NC Division of Vocational Rehab lisa.temple@dhhs.nc.gov

NCCCS nccommunitycolleges.edu

200 West Jones Street

Raleigh, NC 27603

919-807-7100

Current.org

Craven Community College CCC Everyone ListServ

Craven Community College FaceBook Page

Craven Community College NeoGov website 2

Katherine Tuttle - tuttlek@cravencc.edu

800 College Court

New Bern, NC 28562

252-638-7335

Other 1




Total Interviewees 3

Position Filled: News Reporter

Recruitment Source of Hiree: Other

Recruitment Sources of Contacted - The recruitment sources contacted in connection
with seeking to employ someone to fill the open position, and the number of
interviewees referred by each, as follows:

Recruitment Source Number of Applicants
11

Referred

HigherEdjobs.com

Kevin Varner - kevinv@higheredjobs.com

1010 Lake Street, Suite 611

Oak Park, IL 60301

814-861-3080 x204

MatchForce.com http://www.matchforce.org

US Military Pipeline https://ncmilitarypipeline.org
NC Works Reeshema Walker- reeshema.walker@nccommmerce.com
MCAS Cherry Point muravsky@usmec.mil

NC Division of Vocational Rehab lisa.temple@dhhs.nc.gov
NCCCS nccommunitycolleges.edu

200 West Jones Street

Raleigh, NC 27603

$19-807-7100

Current.org

Craven Community College CCC Everyone ListServ
Craven Community College FaceBook Page

Craven Community College NeoGov website
Katherine Tuttle - tuttlek@cravencc.edu

800 College Court

New Bern, NC 28562

252-638-7335

Referral

Other

Total Interviewees




Recruitment Source of Hiree: Other

Recruitment Sources Contacted

The recruitment sources contacted in connection with seeking to employ someone to
fill the open position, and the number of interviewees referred by each, are as follows:
Recruitment Source Number of Interviewees
Referred

HigherEdjobs.com

Kevin Varner - kevinv@higheredjobs.com

1010 Lake Street, Suite 611

Oak Park, IL. 60301

814-861-3080 x204

MatchForce.com http://www.matchforce.org

US Military Pipeline https://ncmilitarypipeline.org

NC Works Reeshema Walker- reeshema.walker@nccommmerce.com

MCAS Cherry Point muravsky@usmc.mil

NC Division of Vocational Rehab lisa.temple@dhhs.nc.gov

NCCCS nccommunitycolleges.edu

200 West Jones Street

Raleigh, NC 27603

919-807-7100

Current.org

Craven Community College CCC Everyone ListServ

Craven Community College FaceBook Page 1

Craven Community College NeoGov website

Katherine Tuttle - tuttlek@cravencc.edu

800 College Court

New Bern, NC 28562

252-638-7335

Other 1

Total Interviewees 2

The hiring process for open positions within the employment unit are undertaken
through the College’s separate Human Resources Department (“HRD").

General Outreach Efforts - The College routinely engages in extensive activities and
programs designed to promote workforce development and employment and to raise




awareness of the availability of employment positions in broadcasting. Two such
programs, which have long been available on the College’s campus, include:

Small Business Center - The objective of Craven Community College's Small Business
Center is to increase the success rate and the number of viable small businesses in
Craven County by providing high quality, readily accessible assistance to prospective
and existing small businesses. Many such small businesses are minority and/or female
owned.

Craven County JobLink Career Center - The College is a partner with the Craven
County JobLink Career Center, which represents the major workforce agencies of
Craven County and provides comprehensive employment and training services for job
seekers and employers in a convenient, one-stop Career Center.

In addition to those on-campus efforts to promote workforce development, the College
supports economic and workforce development by collaborating with organizations that
foster business vitality and job growth. For example, the College partners with the
Craven Economic Development Commission and its support organization, the
Committee of 100, which champion efforts that broadly, support economic
development throughout the county. The College is also a member of New Bern Swiss
Bear, which promotes and helps to coordinate the revitalization of the New Bern
downtown and the redevelopment of the waterfront.

In addition, Public Radio East is itself a member of the Carteret, New Bern and Onslow
Chambers of Commerce.

These activities and relationships increase the College's visibility among potential
sources of job candidates and thus promote outreach generally.

Additionally, Denise Salerno, Executive Director of HR, regularly participated in the
Craven County Annual Job Fair and maintained an extensive recruitment listing to post
job openings.




EEO Public File Report
Stations WTEB(FM), WKNS{FM), WBJD(FM) and WZNB(FM)
August 1, 2022 - July 31, 2023

EEO Public File Report Stations WTEB(FM), WKNS(FM), WBJD(FM)} and WZNB(FM)
During the period August 1, 2022 through July 31, 2023, Craven Community College
(“the College") hired 4 new employees for the stations employment unit consisting of
noncommercial educational Stations WTEB(FM), New Bern, NC, WKNS(FM), Kinston,
NC, WBJD(FM), Atlantic Beach, NC and WZNB(FM), New Bern, NC. These employment
unit stations are operated together by the College as Public Radio East.

Information regarding these hires is as follows:

Position Filled: News Reporter

Recruitment Source of Hire: NCCCS

Recruitment Sources of Contacted - The recruitment sources contacted in connection
with seeking to employ someone to fill the open position, and the number of
interviewees referred by each, as follows:

Recruitment Source Number of Applicants
2

Referred

HigherEdjobs.com

Kevin Varner -~ kevinv@higheredjobs.com

1010 Lake Street, Suite 611

Oak Park, IL 60301

814-861-3080 x204

US Military Pipeline https://ncmilitarypipeline.org

NC Works Reeshema Walker- reeshema.walker@nccommmerce.com
MCAS Cherry Point muravsky@usmc.mil

NC Division of Vocational Rehab lisa.temple@dhhs.nc.gov
NCCCS nccommunitycolleges.edu

200 West Jones Street

Raleigh, NC 27603

919-807-7100

Craven Community College CCC Everyone ListServ

Craven Community College FaceBook Page




Craven Community College NeoEd website

Marie Mynster - mynsterm@cravencc.edu

800 College Court

New Bern, NC 28562

252-638-7335

Referral

Other

Total Interviewees

Recruitment Source of Hire: NCCCS

Recruitment Sources Contacted
The recruitment sources contacted in connection with seeking to employ someone to
fill the open position, and the number of interviewees referred by each, are as follows:
Recruitment Source Number of Interviewees
Referred
HigherEdjobs.com
Kevin Varner - kevinv@higheredjobs.com
1010 Lake Street, Suite 611
Oak Park, IL 60301
814-861-3080 x204
US Military Pipeline https://ncmilitarypipeline.org
NC Works Reeshema Walker- reeshema.walker@nccommmerce.com
MCAS Cherry Point muravsky®@usme.mil
-NC Division of Vocational Rehab lisa.temple@dhhs.nc.gov
NCCCS nccommunitycolleges.edu 1
200 West Jones Street
Raleigh, NC 27603
919-807-7100
Craven Community College CCC Everyone ListServ
Craven Community College FaceBook Page
Craven Community College NeoEd website
Marie Mynster - mynsterm@cravencc.edu
800 College Court
New Bern, NC 28562
252-638-7335
Other

Total Interviewees 1




Position Filled: Assistant General Manager

Recruitment Source of Hire: Employee Referral

Recruitment Sources of Contacted - The recruitment sources contacted in connection
with seeking to employ someone to fill the open position, and the number of
interviewees referred by each, as follows:

Recruitment Source Number of Applicants
5

Referred

HigherEdjobs.com

Kevin Varner - kevinv@higheredjobs.com

1010 Lake Street, Suite 611

Qak Park, IL 60301

814-861-3080 x204

US Military Pipeline https://ncmilitarypipeline.org

NC Works Reeshema Walker- reeshema.walker@nccommmerce.com
MCAS Cherry Paoint muravsky@usmec.mil

NC Division of Vocational Rehab lisa.temple@dhhs.nc.gov
NCCCS nccommunitycolleges.edu

200 West Jones Street

Raleigh, NC 27603

919-807-7100

Craven Community College CCC Everyone ListServ

Craven Community College FaceBook Page

Craven Community College NeoEd website

Marie Mynster - mynsterm@cravencc.edu

800 College Court

New Bern, NC 28562

252-638-7335

Employee Referral

Other

Total Interviewees

Recruitment Source of Hire: Employee Referral

Recruitment Sources Contacted

The recruitment sources contacted in connection with seeking to employ someone to
fill the open position, and the number of interviewees referred by each, are as follows:
Recruitment Source Number of Interviewees




Referred

HigherEdjobs.com

Kevin Varner - kevinv@higheredjobs.com

1010 Lake Street, Suite 611

Oak Park, IL 60301

814-861-3080 x204

US Military Pipeline https://ncmilitarypipeline.org
NC Works Reeshema Walker- reeshema.walker@nccommmerce.com
MCAS Cherry Point muravsky@usmc.mil

NC Division of Vocational Rehab lisa.temple@dhhs.nc.gov
NCCCS nccommunitycolleges.edu

200 West Jones Street

Raleigh, NC 27603

919-807-7100

Craven Community College CCC Everyone ListServ
Craven Community College FaceBook Page

Craven Community College NeoEd website

Marie Mynster - mynsterm@cravencc.edu

800 College Court

New Bern, NC 28562

252-638-7335

Employee Referral 1
Other
Total Interviewees 1

Position Filled: Development Coordinator

Recruitment Source of Hire: College Website

Recruitment Sources of Contacted - The recruitment sources contacted in connection
with seeking to employ someone to fill the open position, and the number of
interviewees referred by each, as follows:

Recruitment Source Number of Applicants
2

Referred

HigherEdjobs.com

Kevin Varner - kevinv@higheredjobs.com



1010 Lake Street, Suite 611

Oak Park, IL 60301

814-861-3080 x204

US Military Pipeline https://ncmilitarypipeline.org

NC Works Reeshema Walker- reeshema.walker@nccommmerce.com
MCAS Cherry Point muravsky@usmec.mil

NC Division of Vocational Rehab lisa.temple@dhhs.nc.gov
NCCCS nccommunitycolleges.edu

200 West Jones Street

Raleigh, NC 27603

919-807-7100

Craven Community College CCC Everyone ListServ

Craven Community College FaceBook Page

Craven Community College NeoEd website

Marie Mynster - mynsterm@cravencc.edu

800 College Court

New Bern, NC 28562

252-638-7335

Employee Referral

Other

Total Interviewees

Recruitment Source of Hire: College Website

Recruitment Sources Contacted

The recruitment sources contacted in connection with seeking to employ someone to
fill the open position, and the number of interviewees referred by each, are as follows:
Recruitment Source Number of Interviewees
Referred

HigherEdjobs.com

Kevin Varner - kevinv@higheredjobs.com

1010 Lake Street, Suite 611

Oak Park, IL 60301

814-861-3080 x204

US Military Pipeline https://ncmilitarypipeline.org

NC Works Reeshema Walker- reeshema.walker@nccommmerce.com
MCAS Cherry Point muravsky@usmc.mil

NC Division of Vocational Rehab lisa.temple@dhhs.nc.gov

NCCCS nccommunitycolleges.edu




200 West Jones Street

Raleigh, NC 27603

919-807-7100

Craven Community College CCC Everyone ListServ
Craven Community College FaceBook Page
Craven Community College NeoEd website 1
Marie Mynster - mynsterm@cravencc.edu

800 College Court

New Bern, NC 28562

252-638-7335

Employee Referral

Other

Total Interviewees 1

Position Filled: Accounting Assistant

Recruitment Source of Hire: College Website

Recruitment Sources of Contacted - The recruitment sources contacted in connection
with seeking to employ someone to fill the open position, and the number of
interviewees referred by each, as follows:

Recruitment Source Number of Applicants
7

Referred

HigherEdjobs.com

Kevin Varner - kevinv@higheredjobs.com

1010 Lake Street, Suite 611

Ozk Park, IL 60301

814-861-3080 x204

US Military Pipeline https://ncmilitarypipeline.org

NC Works Reeshema Walker- reeshema.walker@nccommmerce.com
MCAS Cherry Point muravsky@usmc.mil

NC Division of Vocational Rehab lisa.temple@dhhs.nc.gov




NCCCS nccommunitycolleges.edu

200 West Jones Street

Raleigh, NC 27603

919-807-7100

Craven Community College CCC Everyone ListServ
Craven Community College FaceBook Page
Craven Community College NeoEd website

Marie Mynster - mynsterm@cravencc.edu

800 College Court

New Bern, NC 28562

252-638-7335

Employee Referral

Other

Total Interviewees

Recruitment Source of Hire: College Website

Recruitment Sources Contacted
The recruitment sources contacted in connection with seeking to employ someone to
fill the open position, and the number of interviewees referred by each, are as follows:

Recruitment Source Number of Interviewees
Referred

HigherEdjobs.com

Kevin Varner - kevinv@higheredjobs.com

1010 Lake Street, Suite 611

Oak Park, IL 60301

814-861-3080 x204

US Military Pipeline https://ncmilitarypipeline.org

NC Works Reeshema Walker- reeshema.walker@nccommmerce.com
MCAS Cherry Point muravsky@usme.mil

NC Division of Vocational Rehab lisa.temple@dhhs.nc.gov

NCCCS nccommunitycolleges.edu

200 West Jones Street

Raleigh, NC 27603

§19-807-7100

Craven Community College CCC Everyone ListServ

Craven Community College FaceBook Page

Craven Community College NeoEd website 1
Marie Mynster - mynsterm@cravencc.edu




800 College Court

New Bern, NC 28562

252-638-7335

Employee Referral

Other 1

Total Interviewees 2

The hiring process for open positions within the employment unit are undertaken
through the College’s separate Human Resources Department (“HRD").

General Qutreach Efforts - The College routinely engages in extensive activities and
programs designed to promote workforce development and employment and to raise
awareness of the availability of employment positions in broadcasting. Two such
programs, which have long been available on the College’s campus, include:

Small Business Center - The objective of Craven Community College's Small Business
Center is to increase the success rate and the number of viable small businesses in
Craven County by providing high quality, readily accessible assistance to prospective
and existing small businesses. Many such small businesses are minority and/or female
owned,

Craven County Joblink Career Center - The College is a partner with the Craven
County JobLink Career Center, which represents the major workforce agencies of
Craven County and provides comprehensive employment and training services for job
seekers and employers in a convenient, one-stop Career Center.

In addition to those on-campus efforts to promote workforce development, the College
supports economic and workforce development by collaborating with organizations that
foster business vitality and job growth. For example, the College partners with the
Craven Economic Development Commission and its support organization, the
Committee of 100, which champion efforts that hroadly, support economic
development throughout the county. The College is also a member of New Bern Swiss
Bear, which promotes and helps to coordinate the revitalization of the New Bern
downtown and the redevelopment of the waterfront.

In addition, Public Radio East is itself a member of the Carteret, New Bern and Onslow
Chambers of Commerce.

These activities and relationships increase the College's visibility among potential
sources of job candidates and thus promote outreach generally.




Additionally, Denise Salerno, Executive Director of HR, regularly participated in the
Craven County Annual Job Fair and maintained an extensive recruitment listing to post
job openings.



Attachment B



News Reporter

(August 1, 2021)



HR Position Posting Check-off List - NEOED

Position: k)‘.ad“)?mm PRE
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Approved request to advertise Received
Verification J/D has been loaded to NEQED Received

Vacancy Announcement Posted to NEOED

» Application Deadline: é ;/ 7’/12 /

e - Employment Date: _ P A AR f ki
Verification search committee ha{heen/set in NEOGOV received
Email to Search Committee with Timeline & Selection Packet
Level I Interviews Scheduled with candidates
President’s Approval received
Committee Paperwork returned to HR

Background Check e-vite sent

Position Accepted By: ‘M Et
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Katherine Tuttle

I ———
From: info@neogov.com
Sent: Tuesday, May 25, 2021 8:28 AM
To: Katherine Tuttle
Subject: (EXTERNAL]: Message From NEOGOV insight: Requisition Updated

ICAUTION: External email, Do not click links or open attachments unjess verified.

***¥ NOTE: This email was sent from NEQGOV *#*

L D N NN S S DU S SR DN SN NS NN NN N

e e U men T e T men e w7 e - t mw——t m— ——t —— - —

PLEASE DO NOT REPLY TO THIS EMAIL
If you reply to this email, your reply will *NOT* be read. Instead,
please contact the individual(s) listed at the bottom of this email

if you have guestions,
L T T T S W N

W K___¥

LWk ok ok kR kK kK

Hi Katherine,

Requisition# 2021-00070 has been updated on 05/25/21.

Ciass Title: News Reporter - Public Radio East
Working Title: News Reporter - Public Radio East
Desired Start Date: 07/01/21

Department: Administration

Division; Public Radio East

Hiring Manager{s):

Denise Salerno  salernod@cravencc.edu
Kerry Bruner brunerk@cravencc.edu 252-638-7375
Katherine Tuttle tuttlek@cravencc.edu

Kelly Batchelor batchelk@cravencc.edu
Jared Brumbaugh brumbauj@cravencc.edu
Tony Noel noelt@cravencc.edu

Holly Desrosier  desrosterh@cravence.edu

To view the details of this requisition, please go to https://secure.neogov.com/insight/login.cfm
If you have any questions regarding this recruitment, please contact:

Katherine Tuttle (HR Lizison)
tuttlek@cravencec.edu




511812021

| COMMUNITY COLLEGE |

. Job Bullatin .

CRAVEN COMMUNITY COLLEGE

c R AV E N invites applications for the position of:

News Reporter - Public Radio East

SALARY: $31,000.00 - $34,000.00 Annually
DIVISION: Administration

DEPARTMENT: Public Radio East

OPENING DATE: 05/17/21

CLOSING DATE: 06/07/21 05:00 PM

OCCUPATIONAL SUMMARY:

The News Reporter for Public Radic East (PRE) is responsible for preparing spot news, in-depth
news reporting, writing and delivering newscasts and hosting locals breaks as needed, following
the guidelines set by the News Coordinator and General Manager, as well as the program's and
the College's mission, and the best practices of public radio. The News Reporter participates in
on-air fund drives and other station events and serves as backup for covering air shifts as
needed and is committed as part of the “24 hour On-Call” emergency team, which includes
responsibility for routine software maintenance and verification of programming audio for PRE’s
automation system. This position works with PRE staff to develop and present timely and
creative news programming; has keen understanding of news and issues relative to the
community in which PRE and Craven Community College serves, and contributes to the overall
success of PRE and the College.

ESSENTIAL DUTIES & RESPONSIBILITIES:

+ ldentifies, researches, analyzes or interprets events to develop and produce spot news
and in-depth reports for all Public Radio East (PRE) stations and online content in keeping
with PRE and the College’s missions

+ Conducts investigative interviews and writes and delivers newscasts, opinion columns or
other commentary

+ Serves as backup host and volce track talent for PRE News and Ideas

+ Generates story ideas and adapts for multiple platforms

+ Works with the News Coordinator and other members of PRE to engage community
members through PRE News social and engagement channels; monitors social media
forums to identify and report relevant stories to PRE's audience

« Participates in assigned fund-raising and outreach activities, on air and off

«» Participates in appropriate commitiees and task forces as assigned

+ Performs other job-related duties and projects as assigned in support of PRE's and the
College's mission, core values and goals

MINIMUM QUALIFICATIONS:

Assaciate’s degree in journalism, broadcasting or related field from a regionally accredited
college or university.

https:f/agency.govemmentjobs,.com/cravence/ob_bulletin.efm?joblD=3085691&sharedWindow=0
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5M18/2021 Jab Bullstin @
Demonstrable portfolio of p@ed articles with strong sense of NPR siyte reporting.
Demonstrable record of community engagement and collaboration.
Valid NC drivers' license,

Preferred:
Professional experience in journalism.

Media Touch Automation Software experience.
NPR staticn experience.

Professir.:mal experience working with digital editing: Audacity, Audition or Pro Tools,
KNOWLEDGE, SKILLS AND ABILITIES:

Knowledge

Public media news programming standards and values

Broadcast production, web content, news writing and news editing
Investigative news reporting

Current trends in broadcasting

FCC rules and regulations

Broad knowledge of local and regional issues

.« * s ¢+ @

Skills

» Compiling and summarizing information into concise editorlals, opinion columns or other
commentary

+ Effectively engages and collaborates with the community in which PRE serves; in a variety
of settings and populations

» Demonstrated proficiency in the use of computer, technical and industry tools including
automation and audio editing software

+ Demonstrated proficiency in online research and multimedia production

+ Demonstrated proficlency in recognizing and recalling facts and specifics for reporting,
using various methods and sources

» Consistently completes assignments accurately with attention to detall

» Effective communication and presentation skills, balances listening and talking, speaking
and writing clearly and accurately, keeping others informed

+ Systematic and dependable planning, coordination and organizational skills and
dependable follow-up

Abilities
« Work within a live program environment

Interpret and present information to various audiences

Use voice effectively for radio

Meet daily deadiines under potentially stressful conditions

Maintain objectivity in order to be fair and accurate in the treatment of interviews and

reporting

+ Establish and maintain effective working relationships with those contacted in the course
of work

« Handle confidential information with absolute discretion

+ Commitment to diversity, equity and inclusion; demonstrated ability to work effectively with
a culturally diverse workforce, including those with different levels of academic preparation
and varying physical and learning abilities, and socioeconomic levels

APPLICATIONS MAY BE FILED ONLINE AT: Position #2021-00070
hitps:/fagency.govemmentjobs.comicravence/job_bulletin.cfm?jobiD=3085691&sharedWindow=0

213



5M8/2021 . Job Bulletin g
http://www.cravence.edy NEWS REPORTER - PUBLIC RADIO EAST
KT
800 College Court
New Bern, NC 28562
252-638-7335

br@gravence. edu

News Reporter - Public Radio East Supplemental Questionnaire

* 1, Do you have a valid NC driver's license?
Qves ONo

* Required Question

hitps://agency.govemmentjobs.com/cravencaljob_bulietin.cfm?joblD=3085691&sharedWindow=0 313



5118/2021 . Job Opporturities | Job Opportunities .

News Reporter - Public B .
. (http://agency.governmentjobs.com/cravencc/job
Radio East jobID=308569 1 &sharedWindow=C(
| in v § = APPLY
Salary () $31,000.00 - $34,000.00 Location () New Bern, NC
Annually
Job Type Full-Time Division Administration

Job Number 2021-00070

Closing 6/7/20215:00 PM Eastern

- e

DEGCRIPTION  BENEFITS = =  GUESTIONS

,—___.._..

Occupational Summary ,
The News Reporter for Public Radio East (PRE} Is responsible for preparing spot news, in-depth news
reporting, writing and delivering newscasts and hosting locals breaks as needed, following the
guidelines set by the News Coordinator and General Manager, as well as the program’s and the
College’s mission, and the best practices of public radio. The News Reporter participates in on-alr fund
drives and other station events and serves as backup for covering air shifts as needed and is
committed as part of the “24 hour On-Call” emergency team, which includes responsibility for routine
software maintenance and verification of programming audio for PRE's automation system. This
position works with PRE staff to develop and present timely and creative news programming; has
keen understanding of news and issues relative to the community in which PRE and Craven
Community College serves, and contributes to the overall success of PRE and the College.

Essential Duties & Responsibilities

* Identifies, researches, analyzes or Interprets events to develop and produce spot news and in-
depth reports for all Public Radio East {PRE) stations and online content in keeping with PRE and
the College's missions

» Conducts Investigative interviews and writes and delivers newscasts, opinion columns or other
commentary

» Serves as backup host and voice track talent for PRE News and Ideas

= Generates story ideas and adapts for multiple platforms

* Works with the News Coordinator and other members of PRE to engage community members
through PRE News social and engagement channels; monitors social media forums to identify
and report relevant stories to PRE’s audience

* Participates in assigned fund-raising and outreach activities, on air and off

* Participates in appropriate committees and task forces as assigned

https:/fwerw.schooljobs.com/careers/cravence/jobs/308569 1/news-reporter-public-radio-sast 113
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Job Oppertunities | Job Cpportunities ”
Performs other job-reiateMes and projects as assigned in suppdtt of PRE's and the College’s

mission, core values and goals

Minimum Qualifications

Associate’s degree in journalism, broadcasting or related field from a regionally accredited college or

university.

Demonstrable portfolio of published articies with strong sense of NPR style reporting.

Demonstrable record of community engagement and collaboration.

Valid NC drivers' license.

Preferred:
Professional experience In journalism.

Media Touch Automation Software experience.

NPR station experience.

Professional experience working with digital editing: Audacity, Audition or Pro Tools.

Knowledge, Skills and Abilities
Knowledge

Skills

Pubiic media news programming standards and values

Broadcast production, web content, news writing and news editing
Investigative news reporting

Current trends in broadcasting

FCC rules and regulations

Broad knowledge of local and regional issues

Compiling and summarizing information inte concise editorials, opinion columns or other
commentary

Effectively engages and collaborates with the community in which PRE serves; in a variety of
settings and populations

Demonstrated proficiency in the use of computer, technical and industry tools including
automation and audio editing software

Demonstrated proficiency in online research and multimedia production

Demonstrated proficiency in recognizing and recalling facts and specifics for reporting, using
various methods and sources

Consistently completes assignments accurately with attention to detail

Effective communication and presentation skills, balances listening and talking, speaking and
writing clearly and accurately, keeping others informed

Systematic and dependable planning, coordination and organizational skills and dependable
follow-up

hitps:/fwww.schooljobs.com/caresrsf/cravenceljobs/3085691/news-reporter-public-radio-east

213
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. Job Opportunitles | Job Opportunities .

Abilities

Work within a live program environment

Interpret and present information to various audiences

Use voice effectively for radio

Meet daily deadlines under potentially stressful conditions

Maintain objectivity in order to be fair and accurate in the treatment of interviews and reporting
Establish and maintain effective working relationships with those contacted in the course of
work

Handle confidential information with absolute discretion

Commitment to diversity, equity and inclusion; demonstrated ability to work effectively with a
cuilturally diverse workforce, including those with different levels of academic preparation and
varying physical and learning abilities, and socioeconomic levels

Agency Address
Craven Community College 800 College Court

New Bern, North Carolina, 28562

Phone Website

252-638-7335

hitps:/fiwww.schogljobs.com/carearsicravencc/johs/3085691/news-reporter-public-radio-east

http://www.cravence.edu {http://www.cravencc.edu)
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publicmediajobs.¢irg .

Careor Canter Home » Search Jobs > News Reporter. Public Redlo East » Print Job
8 Print

News Reporter- Public Radio East
Spolkphl Prelerrad ’
AT RGEM TN Craven Commun ity CellegeNew Bom, North Carolina, United States
L + less than an hour ago

APPLY NGw
Description
News Reporter - Public Radio East
SALARY: $31,000.00 - $34,000.00 Annually
DIVISION: Administration
DEPARTMENT: Public Radl East
OPENING DATE: 05417121
CLOSING DATE: Q6/07/21 05:00 PM
OCCUPATIONAL SUMMARY:

The News Reporter for Public Radio East (PRE} is responsible for preparing spot news, Indepth news reporting,
writing and dellvering newscasts and hasting locals breaks as needed, followlng the guidelines set by the News
Coardinator and General Manager, as well as the pragram's and the Collega's mission, and the best practices of
public radlo. The Rews Reporler participates in or=alr fund drives and other station events and serves as backup
for covaring air shifts as nesded and Is committed as part of the *24 hour On-Cali” emergency team, which
Includes respensiblity for routine software maintenancs and verification of programming audio for PRE's
automation system, This position works with PRE staff to develop and present timely and creative news
pregramening; has keen understanding of news and issues relative o the community [n which PRE and Craver:
Coemmunity Collage serves, and contributes to the overall success of PRE and the College.
ESSENTIAL DUTIES & RESPONSIBILITIES:
+ ldentifies, rasearches, analyzes of interprels avents to davelop and produce spot news and in-depth reports
for all Public Radio East (PRE) stations and online content in keeping with PRE and the College's missions
» Conducts invastigative ini-rylews and writes and delivers newscasts, opinion calumns or other cammentary
+ Seives as backup host and voice track talent for PRE News and ideas
» Generates story idaas and adapts far multiple platforms
+ Works with the News Coordinalor and other mambers of PRE to engage community members through PRE
News soclal and engagemant channals; monitors social media forums to identify and repori relevant siories
to PRE’s audience
+ Participates in assignes fund-ralsing and oulreach activities, on air and off
* Parlicipates in appropriate commitiees and task forces as assigned
+ Performs other job-related dutias and projects as assigned In support of PRE's and the College's mission,
core valyes and goals
MINIMUM QUALIFICATIONS:
Assoclate's degree In joumnalism, broadcasting or related fiekd from a regionally accredited college or university.

Demaonstrable portfolic of published articies with strong sense of NER style reporting.
Damonstrable record of community engagement and collaboration. 4
Valid NC drivers ficense,

Praferred.
Professional expedence in joumalism.

Media Touch Automation Scftware experience.
NPR station experience.

Frafessional experience working with digita! editing: Audaclty, Audition or Pro Toals,
KNOWLEDGE, SKILLS AND ABILITIES:

Job informatlon

Job 1D: 56955256

Location:
Naw Bem, North Carolina, Unitad States

PosHion Title: News Reporter- Public Radio East
Campany Nams; Craven Commun fiy College
industry: Public Radio

Job Functien: Joumalism

Job Type: Fulk-Time

Job Duration: Indsfinite’

Min Education: Assoclates Degree

Min Expetience: 1-2 Years

Required Travel: 25-50%

Salary: $31,000.00 - $34,000.00 {Yoarly Salary)

13




Knowiedge
» Publlc medla news programming standards and valies
¢+ Broadcast production, web conteni, naws writing and news editing
v Investigative news reporting
* Current trends in broadcasting
* FCC rulas and regulations
+ Broad knowledge of local and regicnal issues

Skitis
+ Compliing and summarizing information inte conclse edilorials, oplnion columns o other commentary

+ Eflactively engages and collaborates with the community In which PRE serves; In & variety of seltings and
populations

Demonsirated proficiency in the use of computer, technical and industry teols including automation and audio
sditing software

Cemonsirated proficioncy in enline reseacch and mullimedia production

« Demonsirated proficioncy In recagnizing and recalling facts and specifics for reporting, using various methods
and sources

Consistently complates agsignmanis accurately with atlantion to datail

+ Efleclive communication ard presentation skills, balances [istening and talking, spaaking and wriling clearly
and accurately, keaping others Infotmed

Syslemalic and dependable planning, coordination and organizational skills and dependable follow-up

Abliities

» Work within a live program envlronment

* [nterpret and prasant Information to various audlences

¢ Use voica affectively for radio
Meet daily deadlines under potentially strassful conditlons
Maintaln objectivity in order to ba fair and accurate in the freatment of interviews and reporting
Establish and maintain effeciive working relationships with those tontacted in the course of work
+ Handie confidential Infosmation with absoiuts dissretion

Cammitment to diversity, squity and inclusion; demonsirated abliity 1o work effectively with a culturally diverse
workfores, including thosa with different levels of academic preparation and varying physical and fsaming
abiiitles, and sociveconomic levels '

APPLICATIONS MAY BE FILED ONLINE AT:
hitps:fiwwwschopliobs,comicarears/cravence/jobs/3085081 news:

reporter-public-radio-east

-

Pasltion #2021-00070
800 Callege Court NEWS REPORTER - PUBLIC
New Bem, NC 28562 RADIQ EAST
252-638.7335 KT

he@gravence ady

Reguirements
See description

Cravon Commun lty Collage
Education / Teaching / Admirisiration

T New Bemn , NG, US

Craven At A Glance Fasl Facts Founded in 1665, Craven Community Coliege Is a comprehensive community cellege with campuses in New Bam and Havelock-Charry
Polnt, Craven serves more than 3,200 curricutum students and nearfy 10,000 continuing education studants each year, CCC features a wide range of programs, inciuding
college wansfer courses, career and occupational offerings, partnarships with four-year universitles, specialized warkforco iraining options, developmentat studles and basic
skills ciasses. The Collegae...

Yiaw Full Profle




Jobs You May Like . .
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51812021 Match F'l and State contracts 1o your business - MalchForc.ered by GovTide

X Contact (/?mode=send_message&userld=8937&messageName=RE: News+Reporter+-+Public+Radio+East) ]

‘osted By: | Craven Commumty(‘.‘ollege .(I/?mode=view__busi_ness&businessld=53i-8)
ob 'I‘itlle: o ~ .News Reporter - Public Radio Eést’

Sity: New Bern |

ounty: " Craven

Jumber of 1
’gsitions: g

ialary $20,000 - $40,000

lange:

‘ducation  ° Associate Degree

evel(s)y:

ypeof i Full Time

Yosition(s):

ob News Reporter - Public Radio East
jummary:

SALARY: $31,000.00 - $34,000.00 Annually
DIVISION; Administration

DEPARTMENT: Public Radio East
OPENING DATE: 05/17/21

< CLOSING DATE: 06/07/21 05:00 PM

- OCCUPATIONAL SUMMARY:

. The News Reporter for Public Radio East (PRE) is responsible for preparing spot news, in-depth

| news reporting, writing and delivering newscasts and hosting locals breaks as needed, following

* the guidelines set by the News Coordinator and General Manager, as well as the program's and the

College’s mission, and the best practices of public radio. The News Reporter participates in on-air

fund drives and other station events and serves as backup for covering air shifts as needed and is

committed as part of the “24 hour On-Call” emergency team, which includes responsibility for

routine software maintenance and verification of programming audio for PRE's automation system

- This position works with PRE staff to develop and present timely and creative news programming;
has keen understanding of news and issues relative to the community in which PRE and Craven

- Community College serves, and contributes to the overall success of PRE and the College.

ESSENTIAL DUTIES & RESPONSIBILITIES:

* Identifies, researches, analyzes or interprets events to develop and produce spot news and in-

- depth reports for alf Public Radio East (PRE) stations and online content in keeping with PRE and

. the College's missions

- Conducts investigative interviews and writes and delivers newscasts, opinion columns or other

* commentary

Serves as backup host and voice track talent for PRE News and Ideas

www.matchforce.org/?mode=view_job&jobld=100272 14



51812021 Match Fpl and State contracts to your business - MatchFor: ered by GovTide

~ Generates story ideas a®adapts for multiple platforms
: Works with the News Coordinator and other members of PRE to engage community members
- through PRE News social and engagement channels; monitors social media forums to identify and

, report relevant stories to PRE's audience
Participates in assigned fund-raising and outreach activities, on air and off
Participates in appropriate committees and task forces as assigned

Performs other job-related duties and projects as assigned in support of PRE's and the College’s
mission, core values and goals

. MINIMUM QUALIFICATIONS:

. Associate’s degree in journalism, broadcasting or related field from a regionally accredited college
© or university,

* Demonstrable portfolio of published articles with strong sense of NPR style reporting.
" Demonstrable record of community engagement and collaboration.
Valid NC drivers' license.

. Preferred:
Professional experience in journalism.

" Media Touch Automation Software experience,

NPR station experience.

Professional experience working with digital editing: Audacity, Audition or Pro Tools.

: KNOWLEDGE, SKILLS AND ABILITIES:
: Knowledge
+ Public media news programming standards and values
. Broadcast production, web content, news writing and news editing
+ Investigative news reporting
Current trends in broadcasting
FCC rules and regulations
Broad knowledge of local and regional issues

Skills
Compiling and summarizing information into concise editorials, opinion colurnns or other
commentary .
Effectively engages and collaborates with the community in which PRE serves; in a variety of

. settings and populations

~ Demonstrated proficiency in the use of computer, technical and industry tools including

* automation and audio editing software
Demonstrated proficiency in online research and multimedia production
Demonstrated proficiency in recognizing and recaliing facts and specifics for reporting, using
various methods and sources
Consistently completes assignments accurately with attention to detail

. Effective communication and presentation skills, balances listening and tatking, speaking and

www.maichforce.org/tmode=view_job&jobld=100272 214



5118/2021 Match Fgl and State coniracts to your business - Match!‘-‘om'ered by GovTide
~ writing clearly and acculdtely, keeping others informed

“ Systematic and dependable planning, coordination and organizational skills and dependable
follow-up

Abilities
Work within a live program environment
Interpret and present information to various audiences
Use voice effectively for radio
Meet daily deadlines under potentially stressful conditions
- Maintain objectivity in order to be fair and accurate in the treatment of interviews and reporting
- Establish and maintain effective working relationships with those contacted in the course of work
Handle confidential information with absolute discretion
* Commitment to diversity, equity and inclusion; demonstrated ability to work effectively with a
. culturally diverse workforce, including those with different levels of academic preparation and
varying physical and learning abilities, and sociceconomic levels

APPLICATIONS MAY BE FILED ONLINE AT:
. https: //www.schooljobs.com /careers /cravencc/jobs /3085691 /news-reporter-public-radio-east

800 College Court
New Bern, NC 28562
252-638-7335

hr@cravence.edu

Position #2021-00070
. NEWS REPORTER - PUBLIC RADIO EAST

. KT
Jpening 2021-05-17
date; :
losing ‘ 2021-06-07
Jate:

itart Date: 2021-07-01

‘oint of tuttlek@cravencc.edu

-ontact:
pecial _ Apply online:

nstructions:  https://www,schooljobs.com /careers/cravencc/jobs,/3085691/news-reporter-public-radio-east

Want to see your business here? Advertise Here

Contact Us For Information and Prices
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Manage Jobs
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Click here to edit this job post.
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News Reporter- Public Radio East

Craven Community College

Apply Now
JOB DESCRIPTION
News Reporter - Public Radio East

SALARY: $31,000.00 - $34,000.00 Annually
DIVISION: Administration

DEPARTMENT: Public Radio East
OPENING DATE: 05/17/21

CLOSING DATE: 06/07/21 05:00 PM

OCCUPATIONAL SUMMARY:

The News Reporter for Public Radio East (PRE) is responsible for preparing spot news, in-depth news
reporting, writing and delivering newscasts and hosting locals breaks as needed, following the guidelines set by
the News Coordinator and General Manager, as well as the program’s and the College’s mission, and the best
practices of public radio. The News Reporter participates in on-air fund drives and other station events and
serves as backup for covering air shifts as needed and is committed as part of the “24 hour On-Call” emergency
team, which includes responsibility for routine software maintenance and verification of programming audio for
PRE’s automation system. This position works with PRE staff to develop and present timely and creative news
programming; has keen understanding of news and issues relative to the community in which PRE and Craven
Community College serves, and contributes to the overall success of PRE and the College.

ESSENTIAL DUTIES & RESPONSIBILITIES:

Identifies, researches, analyzes or interprets events to develop and produce spot news and in-depth reports for all
Public Radio East (PRE) stations and online content in keeping with PRE and the College’s missions

Conducts investigative interviews and writes and delivers newscasts, opinion columns or other commentary
Serves as backup host and voice track talent for PRE News and Ideas

Generates story ideas and adapts for multiple platforns

Works with the News Coordinator and other members of PRE to engage community members through PRE
News social and engagement channels; monitors social media forums to identify and report relevant stories to

https:/usmilitarypipeline.comijobs/405659654-naws-raporter-public-radio-east 1/3




5M8/2021 . US Military Pipeline | News Reporter- Public RadjgaCast
PRE’s audience

Participates in assigned fund-raising and outreach activities, on air and off
Participates in appropriate committees and task forces as assigned

Performs other job-related duties and projects as assigned in support of PRE’s and the College’s mission, core
values and goals

MINIMUM QUALIFICATIONS: '
Associate’s degree in journalism, broadcasting or related ficld from a regionally accredited college or university.

Demonstrable portfolio of published articles with strong sense of NPR style reporting.
Demonstrable record of community engagement and collaboration.
Valid NC drivers' license.

Preferred:
Professional experience in journalism.

Media Touch Automation Software experience.
NPR station experience.
Professional experience working with digital editing: Audacity, Audition or Pro Tools.

KNOWLEDGE, SKILLS AND ABILITIES:

Knowledge

Public media news programming standards and values

Broadcast production, web content, news writing and news editing
Investigative news reporting

Current trends in broadcasting

FCC rules and regulations

Broad knowledge of local and regional issues

Skills

Compiling and summarizing information into concise editorials, opinion columns or other commentary
Effectively engages and collaborates with the community in which PRE serves; in a variety of settings and
populations

Demonstrated proficiency in the use of computer, technical and industry tools including automation and audio
editing software

Demonstrated proficiency in online research and multimedia production

Demonstrated proficiency in recognizing and recalling facts and specifics for reporting, using various methods
and sources

Consistently completes assignments accurately with attention to detail

Effective communication and presentation skills, balances listening and talking, speaking and writing clearly
and accurately, keeping others informed

Systematic and dependable planning, coordination and organizational skills and dependable follow-up

Abilities

Work within a live program environment

Interpret and present information to various audiences

Use voice effectively for radio

Meet daily deadlines under potentially stressful conditions

Maintain objectivity in order to be fair and accurate in the treatment of interviews and reporting
Establish and maintain effective working relationships with those contacted in the course of work

hitps://usmililarypipeline.com/jobs/405659654-news-reporter-public-tadio-east 213




5/18/2021 US Military Pipeline | News Reporter- Public Radi st

Handle confidential information with absolute discretion

Commitment to diversity, equity and inclusion; demonstrated ability to work effectively with a culturally diverse
workforce, including those with different levels of academic preparation and varying physical and learning
abilities, and socioeconomic levels

APPLICATIONS MAY BE FILED ONLINE AT:

https://www.schooljobs.comy/careers/cravence/jobs/308569 | /news-reporter-public-radio-east
800 College Court

New Bern, NC 28562
252-638-7335

hr@cravencc.edu
Position #2021-00070

NEWS REPORTER - PUBLIC RADIO EAST
KT '

ABOUT CRAVEN COMMUNITY COLLEGE

Job Details

Company

Craven Community College
Location

New Bern, NC 28562

Job Type

Full Time

Contact Support | Terms of Use | Privacy Policy

© Copyright 2021 Futures Inc. All rights reserved. OPRO

hitps:/fusmilitarypipeline.comfjobs/405659654-news-raporter-public-radic-east s
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Foundation
State Board
Find_a_College

Jobs Home
For eges
For Students

News Reporter - Public Radio East

News Reporter - Public Radio East
Employer

Craven Community College

800 College Court

New Bern, NC 28562

Phone: 252-638-7200

Job Location

New Bern, NC

Salary/Grade

Hiring Range is $31,000.-$34,000,
Benefits

FT Benefit Package

Job Categorz
Application Period
Opens: Monday, May 17, 2021
Closes: Monday, June 7, 2021
Target Start Date
Thursday, July 1, 2021
Expected Work Hours
M-F 40 hours per week
Reports to

Program Director
Employment Type

FT

Minimum Qualifications

Associate’s degree in journalism, broadcasting or related field from a regionally accredited
coliege or university,
hitps:/fjobs.nccommunitycolieges.edu/news-reportar-public-radio-east 115
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Demonstrable portfolio of publis®d articles with strong sense of PR style reporting.

Demonstrable record of community engagement and coflaboration.
Valid NC drivers’ license,

Preferred Qualifications

Professional experience in journalism.

Media Touch Automation Software experience.

NPR station experience.

Professional experience working with digital editing: Audacity, Audition or Pro Tools.
Position Description

News Reporter - Public Radio East

SALARY:$31,000,00 - $34,000.00 Annually

DIVISION : Administration

DEPARTMENT:Public Radio East

OPENING DATE:05/17/21

CLOSING DATE:06/07/21 05:00 PM

OCCUPATIONAL SUMMARY:

The News Reporter for Public Radio East (PRE) is responsible for preparing spot news, in-
depth news reporting, writing and delivering newscasts and hosting locals breaks as needed,
following the guidelines set by the News Coordinator and General Manager, as well as the
program’s and the College’s mission, and the best practices of public radio. The News
Reporter participates in on-air fund drives and other station events and serves as backup for
covering air shifts as needed and is committed as part of the “24 hour On-Call” emergency
team,. which inciudes responsibility for routine software maintenance and verification of
programming audio for PRE’s automation system. This position works with PRE staff to
develop and present timely and creative news programming; has keen understanding of news
and issues relative to the community in which PRE and Craven Community College serves,
and contributes to the overall success of PRE and the College.

ESSENTIAL DUTIES & RESPONSIBILITIES:

+ Identifies, researches, analyzes or interprets events to develop and produce spot news
and in-depth reports for all Public Radio East (PRE) stations and online content in
keeping with PRE and the College's missions

+ Conducts Investigative interviews and writes and delivers newscasts, opinion columns or
other commentary

¢ Serves as backup host and voice track talent for PRE News and Ideas

* Generates story ideas and adapts for multiple platforms

https:/fjobs.neccommunitycolleges.edu/news-reporier-public-radic-east 215
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* Works with the News Coor®Mator and other members of PREWG engage community
members through PRE News social and engagement channels; monitors social media
forums to identify and report relevant stories to PRE's audience

* Participates in assigned fund-raising and outreach activities, on air and off

* Participates in appropriate committees and task forces as assigned ,

* Performs other job-related duties and projects as assigned in support of PRE's and the
College’s mission, core values and goals

MINIMUM QUALIFICATIONS:

Associate’s degree in journalism, broadcasting or related field from a regionally accredited
college or university.

Demonstrable portfolio of published articles with strong sense of NPR style reporting.
Demonstrable record of community engagement and collaboration.
Valid NC drivers' license,

Preferred:
Professional experience in journalism.

Media Touch Automation Software experience.

NPR station experience.

Professional experience working with digital editing: Audacity, Audition or Pro Tools,
KNOWLEDGE, SKILLS AND ABILITIES:

Knowledge

Public media news programming standards and values

Broadcast production, web content, news writing and news editing
Investigative news reporting

Current trends in broadcasting

FCC rules and regulations

* Broad knowledge of local and regional issues

[ ] - - @ -

Skills

* Compiling and summarizing information into concise editorials, opinion columns or other
commentary

» Effectively engages and collaborates with the community in which PRE serves; in a
variety of settings and populations

* Demonstrated proficiency in the use of computer, technical and industry tools including
automation and audio editing software

* Demonstrated proficiency in online research and multimedia production

* Demonstrated proficiency in recognizing and recalling facts and specifics for reporting,
using various methods and sources

+ Consistently completes assignments accurately with attention to detail

~

httpsifiobs.nccommunitycollages.edu/news-reportar-public-radio-east 35
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* Effective communication ar®presentation skills, balances lis ing and talking, speaking
and writing clearly and accurately, keeping others informed

* Systematic and dependable planning, coordination and organizational skills and
dependable follow-up

Abilities

* Work within a live program environment

* Interpret and present information to various audiences

* Use voice effectively for radio

* Meet daily deadlines under potentially stressful conditions

* Maintaln objectivity in order to be fair and accurate in the treatment of interviews and
reporting '

* Establish and maintain effective working relationships with those contacted in the course
of work

* Handle confidential information with absolute discretion

* Commitment to diversity, equity and inclusion; demonstrated ability to work effectively
with a culturally diverse workforce, Including those with different levels of academic
preparation and varying physical and learning abilities, and socioceconomic levels

APPLICATIONS MAY BE FILED ONLINE AT:

https://www.schooljobs.com/careers/cravencc/jobs/3085691/news-reporter-public-
radio-east

800 College Court
New Bern, NC 28562
252-638-7335

hr@cravencc.edu

Position #2021-00070
NEWS REPORTER - PUBLIC RADIO EAST
KT

How to Apply
Apply online:

https://www.schooljobs.com/careers/cravencc/jobs/3085691/news-reporter-public-
radio-east

Job Post Contact
Craven Community College

For Collegg
For Students
Jobs
Directory
Contact Us

hitps:/fjobs.nccommunitycolieges.edu/news-reporter-public-radic-east 4/5
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}i; ’:jthigq ‘;ﬁf s 00 West Jones Street
I N Raleigh, North Carolina 27603
| 919-807-7100 | View Mailing_Address | Contact Us

CRNEAYIHA SUCCESE

+ Facebook
s Twitter
+ YouTube

© 2014-2021
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Katherine Tuttle__

N ekl N

From: Katherine Tuttle

Sent: Monday, May 17, 2021 4:36 PM

To: McGaughey, Eileen T; Walker, Reeshema; muravsky@usmec.mil;
ranza.thurman@usmc,mil; patrice.bryant@usme.mil; lisatemple@dhhs.nc.gov; Lovelle,
Terris I

Cc: Katherine Tuttle

Subject: Position Vacancies at Craven Community College

Good afternoon,

The Human Resources office would like to announce that the college is currently recruiting for the following
positions:

New Reporter — Public Radio East

Receptionist/Administrative Assistant — President’s Office {PT 29 Hours)

Please click on a link above to see the Job Description. Anyone interested in applying, please go to the Human
Resources link of the college's Web site, Click on the links for Job Opportunities, NeoGov Job Search.

We would appreciate your passing this information along to anyone you may know that would be interested.

In addition, please remember to check our Adjunct Faculty and Temporary Staff Position needs often as they
frequently change.

Should you have an\j questions or need additional information, please feel free to contact the Human
Resources office at extension X7335 (Kate).

Katherine (Kate) Tuttle

Craven Community College HR Technician
252.638.7335

tuttlek@cravencc.edu

Brock #2358

800 College Court

New Bern, NC 28562

“It’s my pleasure to assist you!”

CRAVEN

| COMMUNITY COLLEGE




Katherine Tuttle

From: Katherine Tuttle

Sent: Monday, May 17, 2021 4:38 PM

To: CCC Everyone

Subject: Position Vacancies at Craven Community College

Good afternoon,

The Human Resources office would like to announce that the college is currently recruiting for the following
positions:

New Reporter -~ Public Radio East

Receptionist/Administrative Assistant — President’s Office (PT 29 Hours)

Please click on a link above to see the Job Description. Anyone interested in applying, please go to the Human
Resources link of the coliege's Web site, Click on the links for Job Opportunities, NeoGov Job Search.

We would appreciate your passing this information along to anyone you may know that would be interested.

In addition, please remember to check cur Adjunct Faculty and Temporary Staff Position needs often as they
frequently change.

Should you have any questions'or need additional information, please feel free to contact the Human
Resources office at extension X7335 (Kate).

Katherine {Kate} Tuttle
Craven Community College HR Technician
252.638.,7335

tuttlek@cravencec.edu
Brock #235

800 College Court
New Bern, NC 28562

“It’s my pleasure to assist youl”

CRAVEN

COMMUNITY COLLEGE




Katherine Tuttle
L
From: info@neogov.com
Sent: Monday, May 17, 2021 4:03 PM
To: Katherine Tuttle

Subject; [EXTERNAL]: Message From NEOGOV Insight: Requisition Ready For Recruitment.

| CAUTION: External email. Do not click links or open attachments unless verified.

EX NOTE: This email was sent from NEQGOV ***

W_ kW ok k& ok ok ko k| kR kW ok kK

T apren ¥ T e V mrem  maem? marm T e ¥ o 1 e 7 mie ¥ i T T i ¥ i e Ve

PLEASE DO NOT REPLY TO THIS EMAIL
if you reply to this email, your reply will *NOT* be read. Instead,
please contact the individual(s) listed at the hottom of this email

if you have questions.
¥ ok _k kK ok kN Kk kK k% k¥ k¥ ___K

Hi Katherine,

Requisition# 2021-00070 has been created on 05/17/21 and is now ready for recruitment.

Class Title: News Reporter - Public Radio East

Working Title: News Reporter - Public Radio East
Desired Start Date: 07/01/21

Department: Administration

Division: Public Radio East

Hiring Manager(s):

Denise Salerng  salernod@cravence.edu

Kerry Bruner brunerk@cravencc.edu 252-638-7375
Katherine Tuttle tuttlek@cravence.edu

To view the details of this requisition, please go to https://secure.neogov.com/insight/login.cfm
If you have any questions regarding this recruitment, please contact:

Katherine Tuttle {HR Liaison)
tuttlek@cravencc.edu




Katherine Tuttle

P
Fron: Raymond Staats
Sent: Monday, May 17, 2021 2:48 PM
To: Jim Millard; LIST Personnel Changes
Subject: RE: Request to Advertise: News Reporter - PRE
Approved.

Dr. Ray Staats

President

800 College Court
New Bem, NG 26562
{252) 638-7202

[

From: Jim Millard

Sent: Monday, May 17, 2021 2:46 PM ‘

To: LIST Personnel Changes <LIST-Persannel-Changes@cravencec.edu>; Raymond Staats <staatsr@cravencc.edu>
Subject: Request to Advertise: News Reporter - PRE

Good afternoon sir,
| respectfully request permission to advertise for the following position:
News Reporter - PRE

This position was approved at ELT on 5/17/21 for a range of $31,000 to $34,000. The vacancy announcement
and job description are on file in HR. The advertisement will be posted for three weeks,

Thank you for your time and consideration of this request sir. --Jim
Very Respectfully,

Jim Millard
Vice Prasident for Administration

S

P ORI T

Brock Building, Suite 223
800 College Court

New Bern, NC 28562
(252) 638-7266
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9/29/21, 9:26 AM Job Bulletin

CRAVEN COMMUNITY COLLEGE
invites applications for the position of:

CRAVEN

ull . i ini i i t-
SRRV SO Senior Administrative Assistan

Public Radio East

SALARY: $31,000.00 - $35,000.00 Annually
DIVISION: Administration

DEPARTMENT: Public Radio East

OPENING DATE: 09/29/21

CLOSING DATE: 10/13/21 05:00 PM

OCCUPATIONAL SUMMARY:

The Senior Administrative Assistant for Public Radio East is responsible for performing a wide range of
technical, administrative, accounting and project support tasks in a fast-paced broadcasting atmosphere.
This position maintains current general knowledge or appropriate college and departmental policies,
processes and procedures in an effort to ensure efficiency and integrity of the department. Serves as
primary point of administrative contact for internal and external customers of Public Radio East and the
Public Radio East Foundation Board.

ESSENTIAL DUTIES & RESPONSIBILITIES:

+ Provides excellent customer service and assistance to internal and external customers through
walk-in, telephone and email

« Performs accounting functions for all monetary transactions to PRE on a daily basis, maintaining
an accurate record of funds and general ledger distribution within the database

« Receijves, records, reconciles and reports transactions timely and accurately on behaif of PRE;
managing Allegiance software to ensure workflow and status updates

» Prepares monthiy PRE financial reports and reconciles data between Allegiance software and the
college’s Colleague system

+ Schedules, organizes and attends PRE Foundation Board meetings; takes, prepares and publishes
minutes

» Prepares financial materials in coordination with Financial Services to support the PRE Foundation
Board and meetings

» Monitors all PRE budgets; processes requisition requests to order supplies and equipment
» Prepares travel requests, submissions and final sattlements

« Receives charitabie gifts made to the PRE Foundation; records gift transactions and prepares
appropriate documentation including tax information, property transfers and gift disposition
consistent with organizational policies

» Communicates as necessary with donors and internal/external stakeholders regarding gift
transactions

» Assists with on-air membership campaigns

hitps://agency.governmentjobs.comfcravencafjob_builetin.cfm?joblD=3250857 &sharedWindow=0 173
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and files to comply with audit information n

« Maintains accurate reco
+ Participates in appropriate committees and task forces as assigned

« Performs other job-related duties and projects as assigned in support of PRE’s and the college’s
mission, core values and goals

MINIMUM QUALIFICATIONS:

Associate’s degree in Business Administration, Accounting, Information Technology or closely related field
from a regionally accredited institution of higher learning.

Two (2} years’ professional experience in an office environment performing accounting or administrative
tasks.

Preferred:
Bachelor’s degree from a regionally accredited institution of higher learning.

Experience with Allegiance and Colleague.

KNOWLEDGE, SKILLS AND ABILITIES:

Knowledge
¢ Intermediate knowledge of accounting principles and practices
+ [ntermediate knowledge of clerical processes and procedures and standard office procedures,
practices and equipment
» Intermediate knowledge of report preparation
« Intermediate knowledge of record contro! and statistical record keeping
» Donor communications

Skills
e Advanced computer skills and technical proficiency in Microsoft Office applications
» Effective verbal, listening and written communications skills
+ Attention to detail and high level of accuracy
+ Effective planning, coordination and organizational skills to meet work deadlines
+ |nterpersonal skiils with proven abiiity to work in a team environment

Abilities
» Ability to record multiple transactions daily with strong attention to detail and accuracy
Establish and maintain effective working relationships with those contacted in the course of work
Ability to display tact and poise at all times
Ability to learn and perform budget information data entry
Ability to handle confidential information with absolute discretion

+ Commitment to diversity, equity and inclusion; demonstrated ability to work effectively with a
culturally diverse warkforces, including those with different levels of academic preparation and
varying physical and learning abilities, and socioeconomic levels

APPLICATIONS MAY BE FILED ONLINE AT: Position #2021-00096
http://www cravence edy SENIOR ADMINISTRATIVE ASSISTANT- PUBLIC

RADIO EAST
800 Coliege Court KT

New Bern, NC 28562

https:/fagency.governmentjobs.com/cravencofob_bulletin.cfm?joblD=3250857 &sharedWindow=0 213
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252-638-7335

hr@cravencc.edy
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FR Position Posting Check-off List - NEOED

Position: §£ f?g /)2_6

Salary/Hiring Range: 2/('“ ?;jm

(Date Received/Completed)

/ :
Lo

Position Accepted By:

Approved request to advertise Received
Verification J/D has been locaded to NEOED Received

Vacancy Announcement Posted to NEQED

s Application Deadline: /ﬁf/ /3{/ 2a/

» Employment Date: / 1{/0 Ty
Verification search committee has been set in NEgGOV received
Email to Search Committee with Timeline & Selection Packet
Level | Interviews Scheduled with candidates
President’s Approval receivied |
Committee Paperwork returned to HR

Background Check e-vite sent
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9/29/21, 10:18 AM Matgh Faderal and State contracts to your business - MatchForce Powared by GovTide

X Contact (/?mode=send_message&userld=8937&messageName=RE: Senior+Administrative+Assistant-+Public+Radio+East)

‘osted By: Craven Commumty College (/ 7mode—wew busmess&busmessld 5318)

ob Title: Semor Admlmstratlve Assistant- Pubhc Radto East

lity: _: New Bern

Tounty; { Craven

¥

Jumberof i1
‘ositions:  ©

alry $20,000 - $40,000
2ange: ; .

:ducation  © Associate Degree
evel(s) ‘

‘ype of Full Time
‘osition(s): -
ob Senior Administrative Assistant- Publ:c Radlo Fast
jummary:
SALARY: $31,000.00 - $35,000.00 Annually
DIVISION: Administration
DEPARTMENT: Public Radio East
i OPENING DATE: 09,/29,/21
CLOSING DATE: 10,/13/21 05:00 PM

- OCCUPATIONAL SUMMARY:
: The Senior Administrative Assistant for Public Radio East is responsible for performing a wide range of
: technical, administrative, accounting and project support tasks in a fast-paced broadcasting atmosphere.
This position maintains current general knowledge or appropriate college and departmental policies,
- processes and procedures in an effort to ensure efficiency and integrity of the department. Serves as
- primary point of administrative contact for internal and external customers of Public Radio East and the
| Public Radio East Foundation Board.
. ESSENTIAL DUTIES & RESPONSIBILITIES:
* Provides excellent customer service and assistance to internal and external customers through walk-in,
¢ telephone and email
! Performs accounting functions for all monetary transactions to PRE on a daily basis, maintaining an
. accurate record of funds and general ledger distribution within the database
. Receives, records, reconciles and reports transactions timely and accurately on behalf of PRE; managing
: Allegiance software to ensure workflow and status updates
. Prepares monthly PRE financial reports and reconciles data between Allegiance software and the college’s
: Colleague system
" Schedules, organizes and attends PRE Foundation Board meetings; takes, prepares and publishes minutes
Prepares financial materials in coordination with Financial Services to support the PRE Foundation Board
- and meetings
- Monitors all PRE budgets; processes requisition requests to order supplies and equ1pment
Prepares travel requests, submissions and final settlements
. Receives charitable gifts made to the PRE Foundation; records gift transactions and prepares appropriate
- documentation including tax information, property transfers and gift disposition consistent with

www.matchforce.orgi?mode=view_jobdjobld=100485 113




9/26/21, 10:19 AM

| organizational policies
| Communicates as necessary with donors and internal /external stakeholders regarding gift transactions
~ Assists with on-air membership campaigns

' Maintains accurate records and files to comply with audit information needs

" Participates in appropriate committees and task forces as assigned

MatginFaderal and State contracts to your business - MatchForce Powered by GovTide

Performs other job-related duties and projects as assigned in support of PRE's and the college's mission,

! core values and goals

MINIMUM QUALIFICATIONS:
Associate's degree in Business Administration, Accounting, Information Technology or closely related field
from a regionally accredited institution of higher learning,

* Two (2) years’ professional experience in an office environment performing accounting or administrative
- tasks.

. Preferred:
~ Bachelor's degree from a regionally accredited institution of higher learning,

Experience with Allegiance and Colleague.

KNOWLEDGE, SKILLS AND ABILITIES:
Knowledge _
Intermediate knowledge of accounting principles and practices

| Intermediate knowledge of clerical processes and procedures and standard office procedures, practices and
equipment

" Intermediate knowledge of report preparation

_ Intermediate knowledge of record control and statistical record keeping

- Donor communications

Skills

. Advanced computer skills and technical proficiency in Microsoft Office applications
Effective verbal, listening and written communications skills

| Attention to detail and high level of accuracy

| Effective planning, coordination and organizational skills to meet work deadlines

| Interpersonal skills with proven ability to work in a team environment

. Abilities

. Ability to record multiple transactions daily with strong attention to detail and accuracy

. Establish and maintain effective working relationships with those contacted in the course of work
- Ability to display tact and poise at all times

" Ability to learn and perforn budget information data entry

Ability to handle confidential information with absolute discretion

. Commitment to diversity, equity and inclusion; demonstrated ability to work effectively with a culturally
_ diverse workforces, including those with different levels of academic preparation and varying physical and
learning abilities, and socioeconomic levels

| APPLICATIONS MAY BE FILED ONLINE AT:

https: //www.schooljobs.com /careers/cravence/jobs /3250857/senior-administrative-assistant-public-

: radio-east

| 800 College Court
- New Bern, NC 28562
| 252-638-7335

www.matchforce,org/?mode=view_job&jobld=100485 23




9/29/21, 10:19 AM aderal and State contracts to your business - MatchForce Powered by GovTide

hr@cravencc.edu

‘ Position #2021-00096
; SENIOR ADMINISTRATIVE ASSISTANT- PUBLIC RADIO EAST

| KT
dpening | 2021-09-29
Jate: ?
Jlosing - 2021-10-13
Jate;

itart Date: 2021-12-01

Yoint of tuttiek@cravencc.edu

-ontact.
ipecial
nstructions: . https://www.schooljobs.com/careers/cravencc/jobs/3250857/senior-administrative-assistant-public-

- radio-east

Want to see your business here? Advertise Here

NCMBC Events About
MGRAE Bl 7mode=about)
ECMBQ (htgp: //www.ncmbce.us)
Wb t(ﬁ tp: // www.govtide.com)
HE.cepxdatpMyaewalionm) jobseeker_step_1)
Santncis(¢ mosesfeedieek) business)

Government (/?mode~register_government_step_1)

Powered by GovTide® copyright ©2005-2021 All Rights Reserved
S (http: /www.ait.com) G TN (http: /www.govtide.com)

www.matchforce.org/?mode=view_job&jobld=100485
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9/29/21, 10:13 AM m,US Military Pipeline | Senior Administrative Assistaniiiblic Radio East

US MILITARY PIPELINE

Account Settings | Sign Out
Dashboard

Manage Jobs
Search »
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Senior Administrative Assistant- Public Radio East

Craven Community College

Apply Now

JOB DESCRIPTION

R e P s i
e T R R e

Senior Administrative Assistant- Public Radio East

AR

SALARY: $31,000.00 - $35,000.00 Annually
DIVISION: Administration

DEPARTMENT: Public Radio East
OPENING DATE: 09/29/21

CLOSING DATE: 10/13/21 05:00 PM

]

RS A

OCCUPATIONAL SUMMARY:

The Senior Administrative Assistant for Public Radio East is responsible for performing a wide range of
technical, administrative, accounting and project support tasks in a fast-paced broadcasting atmosphere. This
position maintains current general knowledge or appropriate college and departmental policies, processes and
procedures in an effort to ensure efficiency and integrity of the department. Serves as primary point of
administrative contact for internal and external customers of Public Radio East and the Public Radio East
Foundation Board.

ESSENTIAL DUTIES & RESPONSIBILITIES:

Provides excellent customer service and assistance to internal and external customers through walk-in,
telephone and email

Performs accounting functions for all monetary transactions to PRE on a daily basis, maintaining an accurate
record of funds and general ledger distribution within the database

Receives, records, reconciles and reports transactions timely and accurately on behalf of PRE; managing
Allegiance software to ensure workflow and status updates

Prepares monthly PRE financial reports and reconciles data between Allegiance software and the college’s
Colleague system

Schedules, organizes and attends PRE Foundation Board meetings; takes, prepares and publishes minutes
Prepares financial materials in coordination with Financial Services to support the PRE Foundation Board and
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9/29/21, 113 AM WS Military Pipeline | Senior Administrative Assistan

meetings .
Monitors all PRE budgets; processes requisition requests to order supplies and equipment

Prepares travel requests, submissions and final settlements

Receives charitable gifts made to the PRE Foundation; records gift transactions and prepares appropriate
documentation including tax information, property transfers and gift disposition consistent with organizational
policies

Communicates as necessary with donors and internal/external stakeholders regarding gift transactions

Assists with on-air membership campaigns

Maintains accurate records and files to comply with audit information needs

Participates in appropriate committees and task forces as assigned

Performs other job-related duties and projects as assigned in support of PRE’s and the college’s mission, core
values and goals

MINIMUM QUALIFICATIONS:
Associate’s degree in Business Administration, Accounting, Information Technology or closely related field
from a regionally accredited institution of higher learning.

Two (2) years’ professional experience in an office environment performing accounting or administrative tasks.

Preferred:
Bachelor’s degree from a regionally accredited institution of higher learning.
Experience with Allegiance and Colleague.

KNOWLEDGE, SKILLS AND ABILITIES:

Knowledge

Intermediate knowledge of accounting principles and practices

Intermediate knowledge of clerical processes and procedures and standard office procedures, practices and
equipment

Intermediate knowledge of report preparation

Intermediate knowledge of record control and statistical record keeping

Donor communications

Skills
- Advanced computer skills and technical proficiency in Microsoft Office applications
Effective verbal, listening and written communications skills
Attention to detail and high level of accuracy
Effective planning, coordination and organizational skills to meet work deadlines
Interpersonal skills with proven ability to work in a team environment

Abilities

Ability to record multiple transactions daily with strong attention to detail and accuracy

Establish and maintain effective working relationships with those contacted in the course of work

Ability to display tact and poise at all times

Ability to learn and perform budget information data entry

Ability to handle confidential information with absolute discretion

Commitment to diversity, equity and inclusion; demonstrated ability to work effectively with a culturally diverse
workforces, including those with different levels of academic preparation and varying physical and learning
abilities, and socioeconomic levels

APPLICATIONS MAY BE FILED ONLINE AT:

https://www.schooljobs.com/careers/cravencc/jobs/323 ior-adminjstrative-assistant-public-radio-gast
800 College Court

https:/fusmiBtarypipsline.com/jobs/417010448-senior-administrative-assistant-public-radio-east 213
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9/29/21, 10:13 AM S Military Pipeline | Senior Administrative Assistan

New Bern, NC 28562
-252-638-7335

hr@cravencc.edu

Position #2021-00096
SENIOR ADMINISTRATIVE ASSISTANT- PUBLIC RADIO EAST

KT

ABOUT CRAVEN COMMUNITY COLLEGE

Job Details

Company

Craven Community College
Location

New Bern, NC 28562

Job Type

Full Time

Contact Support | Terms of Use | Privacy Policy

A A L B B R A R AT AR

F

© Copyright 2021 Futures Inc. All rights reserved. @ @ @ O

hitps:/fusmilitarypipelina,com/jobs/417010448-senior-administrative-assistant-public-radic-east an




©9/29/21, 10:08 AM Senior Administrative Assistant- Public Radio East | NC Community Colleges Jobs

COMMUN}
U COLLEGES

8 (http://www.nccommunitycolleges.edu),

Jobs
Directory
Foundation
State Board
Find a Coliege

o Hom

For Colleges
For Students

Senior Administrative Assistant- Public Radio East

Senior Administrative Assistant- Public Radio East
Employer

Craven Community College

800 College Court

New Bern, NC 28562

Phone: 252-638-7200

Job Location

T D s s
SR R R P e

A R A

New Bern', NC

Salary/Grade

Hiring range $31,000.-$35,000.
Benefits

FT Benefit Package

Job Category

Application Period

Opens: Wednesday, September 29, 2021
Closes: Wednesday, October 13, 2021
Target Start Date

Wednesday, December 1, 2021
Expected Work Hours

M-F 40 hours per week

% Reports to

| General Manager, Public Radio East
Employment Type

: FT

Minimum Qualifications

Associate’s degree in Business Administration, Accounting, Information Technology or closely
related field from a regionally accredited institution of higher learning.
‘hitps:/fcbs.nccommunitycolleges.adu/senior-administrative-assistant-public-radio-east-0 114




9/29i21, 10:08 AM

Two (2) years’ professional e
administrative tasks.

anior Administrative Assistant- Public Radio East | NC Community Colleges Jobs
rforming accounting or

ience in an office environment

Preferred Qualifications

Bachelor’s degree from a regionally accredited institution of higher learning.
Experience with Allegiance and Colleague.

Position Description

Senior Administrative Assiétant- Public Radio East
SALARY:$31,000.00‘- $35,000.00. Annually
DIVISION:Administration

DEPARTMENT:Public Radio East

OPENING DATE:09/25/21

CLOSING DATE:10/13/21 05:00 PM

OCCUPATIONAL SUMMARY:

The Senior Administrative Assistant for Public Radio East is responsible for performing a wide
range of technical, administrative, accounting and project support tasks In a fast-paced
broadcasting atmosphere. This position maintains current general knowledge or appropriate
college and departmental policies, processes and procedures in an effort to ensure efficiency
and integrity of the department. Serves as primary point of administrative contact for internal
and external customers of Public Radio East and the Public Radio East Foundation Board.

ESSENTIAL DUTIES & RESPONSIBILITIES:

* Provides excellent customer service and assistance to internal and external customers
through walk-in, telephone and email

* Performs accounting functions for all monetary transactions to PRE on a daily basis,
maintaining an accurate record of funds and general ledger distribution within the
database

* Receives, records, reconciles and reports transactions timely and accurately on behalf of
PRE; managing Allegiance software to ensure workflow and status updates

* Prepares monthly PRE financial reports and reconciles data between Allegiance software
and the college’s Colleague system

* Schedules, organizes and attends PRE Foundation Board meetings; takes, prepares and
publishes minutes '

* Prepares financial materials in coordination with Financial Services to support the PRE
Foundation Board and meetings

* Monitors all PRE budgets; processes requisition requests to order supplies and
equipment

e Prepares travel requests, submissions and final settlements

* Receives charitable gifts made to the PRE Foundation; records gift transactions and
prepares appropriate documentation including tax information, property transfers and
gift disposition consistent with organizational policies

https:/jobs.nccommunitycolleges.edufsenior-administrative-assistant-publicradic-east-0 2/4
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8/29/21, 10:08 AM Senior Administrative Assistant- Public Radio East | NC Community Colleges Jobs

* Communicates as necessuA
gift transactions
* Assists with on-air membership campaigns
. * Maintains accurate records and files to comply with audit information needs
* Participates in appropriate committees and task forces as assigned
* Performs other job-related duties and projects as assigned in support of PRE’s and the
college’s mission, core values and goals

with donors and internal/exteligl stakeholders regarding

MINIMUM QUALIFICATIONS:

Assoclate’s degree in Business Administration, Accounting, Information Technology or closely
related field from a regionally accredited institution of higher learning.

Two (2) years’ professional experience in an office envircnment performing accounting or
administrative tasks.

Preferred:

Bachelor’'s degree from a regionally accredited institution of higher learning.
Experience with Allegiance and Colleague . KNOWLEDGE, SKILLS AND ABILITIES:
Knowledge

+ Intermediate knowledge of accounting principles and practices

Intermediate knowledge of clerical processes and procedures and standard office
procedures, practices and equipment

Intermediate knowledge of report preparation

Intermediate knowledge of record control and statistical record keeping

Donor communications

Skills

* Advanced computer skills and technical proficiency in Microsoft Office applications
Effective verbal, listening and written communications skills

Attention to detail and high level of accuracy

Effective planning, coordination and organizational skills to meet work deadlines
» Interpersonal skills with proven ability to work in a team environment

Abilities

¢ Ability to record muitiple transactions daily with strong attention to detail and accuracy

* Establish and maintain effective working relationships with those contacted in the course

of work

* Ability to display tact and poise at all times

* Ability to learn and perform budget information data entry

» Ability to handlie confidential information with absolute discretion

+« Commitment to diversity, equity and inclusion; demonstrated ability to work effectively
with a culturally diverse workforces, including those with different levels of academic
preparation and varying physical and learning abilities, and sociceconomic levels

APPLICATIONS MAY BE FILED ONLINE AT:
bttps://www,.schooljobs.com/careers/cravence/jobs /3250857 /senior-

hitps:/fjobs.nccommunitycolleges.edu/senior-administralive-assistant-public-radio-east-0
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9/29/21, 10:08 AM
administrative-assistant-p
800 College Court

New Bern, NC 28562
252-638-7335

nior Administrative Assistant- Public Radio East | N ommunity Colleges Jobs
ic-radio-east

hr@cravencc.edu

Position #2021-00096

SENIOR ADMINISTRATIVE ASSISTANT- PUBLIC RADIO EAST
KT .

How to Apply

Apply online:

https://www.schooljobs.com/careers/cravencc/jobs/3250857 /senior-

administrative-assistant-public-radio-east

Job Post Contact
Craven Community College

For Colleges

For Students

Jobs

Directory
ont

G T 200 West Jones Street
. s ..=. Raleigh, North Carolina 27603
oo 919-807-7100 | View Mailing Address | Contact Us

P

CHEA

TIHG SUECRESS

* Facebook
. yittgr.
* YouTube
© 2014-2021

htips:/ijobs.neccommunitycolleges.adu/senior-administrative-assistant-public-radic-east-0
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Katherine Tuttle
From:

Sent:
To:

Cc:
Subject:

Good morning,

Katherine Tuttle

Woednesday, September 29, 2021 9:36 AM

McGaughey, Eileen T; Waiker, Reeshema; muravsky@usmc.mil;
ranza.thurman@usmc.mil; patrice.bryant@usmec.mil; lisa.temple@dhhs.nc.gov; Lovelle,
Terris L

Katherine Tuttle

Position Vacancy Craven Community College

The Human Resources office would like to announce that the college is currently recruiting for the following

full-time position:

Senior Administrative Assistant ~ Public Radio East

Please click on a link above to see the Job Description. Anyone interested in applying, please go to the
Employment Opportunities link of the college's Web site.

We would appreciate your passing this information along to anyone you may know that would be interested.

In addition, please remember to check our Adjunct Facuity and Temporary Staff Position needs often as they

frequently change.

Should you have any questions or need additional information, please feel free to contact the Human
Resources office at extension X7335 (Kate).

Katherine (Kate) Tuttle

Craven Community Coliege HR Technician

252.638.7335
tuttlek@cravence.edu
Brock #235

800 College Court
New Bern, NC 28562

“It’s my pleasure to assist youl”

CRAVEN

L COMMURITY COLLEGE §




Katherine Tuttle

From: Katherine Tuttle

Sent: A Wednesday, September 28, 2021 9:35 AM
To: CCC Everyone
Subject: Position Vacancy Craven Community College

Good morning,

The Human Resources office would like to announce that the college is currently recruiting for the following
full-time position:

Senior Administrative Assistant ~ Public Radio East

Please click on a link above to see the Job Description. Anyone interested in applying, please go to the
Employment Opportunities link of the college's Web site.

We would appreciate your passing this information along to anyone you may know that would be interested.

in addition, please remember to check our Adjunct Facuity and Temporary Staff Position needs often as they
frequently change.

Should you have any questions or need additiona!l information, please feel free to contact the Human
Resources office at extension X7335 {Kate).

Katherine {Kate) Tuttle

Craven Community College HR Technician
252.638.7335

tuttlek@cravencc.edu

Brock #235

800 College Court

New Bern, NC 28562

“It's my pleasure to assist you!”

CRAVEN

 COMMUNITY COLLEGE




9/28/21, 4:20 PM Craven Communify College - Class Specifi Bullstin

Senior

. Administrative |
GRAVEN Assistant- Public S e

‘Radio East

CRAVEN COMMUNITY COLLEGE
Revision Date: Jun 29, 2020

L COMMUNITY COLLEGE

SALARY RANGE

$0.00 Annually

OCCUPATIONAL SUMMARY:

The Senior Administrative Assistant for Public Radio East is responsible for performing a wide range of
technical, administrative, accounting and project support tasks in a fast-paced broadcasting
atmosphere, This position maintains current general knowledge or appropriate college and
departmental policies, processes and procedures in an effort to ensure efficiency and integrity of the
department. Serves as primary point of administrative contact for internal and external customers of
Public Radio East and the Public Radio East Foundation Board.

ESSENTIAL DUTIES & RESPONSIBILITIES:

+ Provides excellent customer service and assistance to internal and external customers through
walk-in, telephone and email

 Performs accounting functicns for all monetary transactions to PRE on a daily basis;,
maintaining an accurate record of funds and general ledger distribution within the database

« Receives, records, reconciles and reports transactions timely and accurately on behalf of PRE;
managing Allegiance software to ensure workflow and status updates

» Prepares monthly PRE financial reports and reconciles data between Aliegiance software and
the college’s Colleague system

« Schedules, organizes and attends PRE Foundation Board meetings; takes, prepares and
publishes minutes

+ Prepares financial materials in coordination with Financial Services to support the PRE
Foundation Board and meetings

» Monitors all PRE budgets; processes requisition requests to order supplies and equipment

+ Prepares travel requests, submissions and final settlements

» Receives charitable gifts made to the PRE Foundation; records gift transactions and prepares
appropriate documentation including tax information, property transfers and gift disposition
consistent with organizational policies-

hitps:/lagency.schooljobs.com//cravencc/default.cfm?action=specbulletin&ClassSpeclD=13442 11&headerfonter=0
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Craven Community College - Class Specification Bulletin

.» Communicates as ne ry with donors and internal/external stake

transactions
+ Assists with on-air membership campaigns

+ Maintains accurate records and files to comply with audit information needs

* Participates in appropriate committees and task forces as assigned

» Performs other job-related duties and projects as assigned in support of PRE’s and the college’s
mission, core values and goals

MINIMUM QUALIFICATIONS:

Associate’s degree in Business Administration, Accounting, Information Technology or closely retated
field from a regionally accredited institution of higher learning.

Two {2) years’ professional experience in an office environment performing accounting or
administrative tasks. '

Preferred: A
Bachelor’s degree from a regionally accredited institution of higher learning.

Experience with Allegiance and Colleague.

KNOWLEDGE, SKILLS AND ABILITIES:

Knowledge
+ Intermediate knowledge of accounting principles and practices
» Intermediate knowledge of clerical processes and procedures and standard office procedures,
practices and equipment '
+ Intermediate knowledge of report preparation
+ Intermediate knowledge of record control and statistical record keeping
+ Donor communications

Skills
» Advanced computer skills and technical proficiency in Microsoft Office applications
« Effective verbal, listening and written communications skills
+ Attention to detail and high level of accuracy
s Effective planning, coordination and organizational skills to meet work deadlines
Interpersonal skills with proven ability to work in a team environment

Abilities
+ Ability to record multiple transactions daily with strong attention to detail and accuracy
« Establish and maintain effective working relationships with those contacted in the course of
work
+ Ability to display tact and poise at all times
+ Ability to learn and perform budget information data entry
» Ability to handle confidential information with absolute discretion

https:/fagency.schooljobs.comifcravence/default.cfm ?action=specbulletin&ClassSpeciD=1344211&headerfocter=0

2/3
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&7, equity and inclusion; demonstrated ability ork effectively with a
culturally diverse workforces, including those with different levels of academic preparation and
varying physical and learning abilities, and sociceconomic levels

hitps:/fagency.schooljobs.com/fcravence/default.cfm?action=spachulletin&ClassSpeciD=1344211 &headerfooter=0 i3




Katherine Tuttle

From: info@nepgov.com

Sent: Wednesday, September 29, 2021 9:21 AM

To: Katherine Tuttle

Subject: [EXTERNAL]: Message Frorn NEOGOV Insight: Requisition Ready For Recruitment,

{CAUTION: External email. Da not click links or open attachments unless verified.

*** NOTE: This email was sent from NEQGQV ***
ko ke ok kR b ok kK k___k__ k__k___¥__*

PLEASE DO NOT REPLY TO THIS EMAIL
if you reply to this email, your reply will *NOT* be read. Instead,
please contact the individual{s) listed at the bottom of this email

if you have questions.
L L JONE TR R N R U UL NN N N NN SN N SR N .

B e, vy U i .

Hi Katherine,

Requisition# 2021-00096 has been created on 08/29/21 and is now ready for recruitment.

Class Title: Senior Administrative Assistant- Public Radio East
Working Title: Senior Administrative Assistant- Public Radio East
Desired Start Date: 12/01/21

Department: Administration

Division: Public Radio East

Hiring Manager{s}):

Denise Salerno  salernod@cravencc.edu

Kerry Bruner brunerk@cravencc.edu 252-638-7375
Katherine Tuttle tuttlek@cravencc.edu

To view the details of this requisition, please go to https://secure.neogov.com/insight/login.cfm
If you have any questions regarding this recruitment, please contact:

Katherine Tuttle (HR Liaison)
tuttlek@cravencc.edu




Latherine Tuttle

From: Raymond Staats

Sent: Tuesday, September 28, 2021 4:11 PM 4;; & /
To: Jim Millard; LIST Personnel Changes “q ;‘l f,{

Ce: Ben Donnelly Z / ’}-a)
Subject: RE: Request to Advertise Senior Admin Assistant-PRE | 0/ /
Approved,

Dr. Ray Staats

President

800 College Court
New Bam, NC 28562
{252) 638-7201

From: Jim Millard

Sent: Tuesday, September 28, 2021 4:07 PM

To: Raymond Staats <staatsr@cravencc.edu>; LIST Personnel Changes <LIST-Personnel-Changes@<cravencc.edu>
Cc: Ben Donnelly <donnellyb@cravencec.edu>

Subject: Request to Advertise Senior Admin Assistant-PRE

Good Afternoon Sir,

| respectfully request permission to advertise the following position:

Senior Administrative Assistant Position - PRE

This position will replace Karen Lee who recently resigned. This request was approved at ELT on September 28, 2021 for
a range of $31,000.00 to $35,000.00. The vacancy announcement and job description are on file in HR. The
advertisement will be posted for two weeks.

Thank you for your consideration of this request. -- Jim

Very Respectfully,

Jim Millard
Vice President for Administration

Brock Building, Suite 223
800 College Court

New Bern, NC 28562
{(252) 638-7266
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Position: "{ R salary Range: \'K\'{SPCO - “ﬂ—SS 000

Closing Date: Start Date of Position: q ‘ 'l! Ry

Steps:

Completion Date

Approval by President to post the position

Check with EDHR If the position is ready for posting in NEQED

Make the Job jacket

Post positon in NEOED

"ISend out CCC Everyone email

Post position with various agencias

NCCCS

Email Employment Security

Ematl MCAS Cherry Point

Emall Vocational Rehab

Matchforce

Military Pipeline

Othar Speciality Sources

Update Vacancy Status Table on website and Current Vacancy Status Spreadsheet with Accepting Applications

Assign the Job Posting In NEQED to the person screening the applications

Begin screening applications as they come in

Put names of those who currently work at the college on the Current Vacancy Status Repart

Modify the requistion in NEOED to add committee members

Refar the candidates to the committee

Send Search Committea Appointment email with Job posting and Selection Committee Guidelines attached

Update Vacancy Status Table on website and Current Vacancy Status Spreadsheet with tn Committee Review

Receive list of chosen candidates and interview dates/times from committee

Book room for the Interviews

Schedule first level interviews in NEQED

Final interview schedule emailed to cornmittee along with interview questions and candidate evaluation forms

Update Vacancy Status Table on website and Current Vacancy Status Report to First Leval Interview

Receiva list of second lavel interview recommendations {memo or email)

Raceive all original interview materials (evaluation forms and interview scripts)

Veterans preference candidates sent to the Unit VP

Put second level interviewee names in NEQED

Update Vacancy Status Table on website and Current Vacancy Status Report to Second Level Interview

Unit VP sends a request to hire to ListPersonnel

President approves reguest to hire

Refarence checks are conducted on the chasen candidate

2Lk IR IS ISR ISR S N RPN RS

Reference checks are reviewed by EDHR (if necessary)

Update hiring process in NEQED

ICAY
Email {s sent to candlidate about the evite and further hiring steps FAA
Criminal hackground check is issued; motor vehicle check is issued if required by position N \ A
CBC and motor vehicle checks reviewed hy EDHR (if necessary) N \\‘p‘

Issue new hire documents in NEQED

Notify second level candidates via phone; make sure VP has talked to internal second level candidates

Wotify all candidates in OHC (first level interview status and referred status)

Notify all capdidates in Insight

Mark requistion as fillet in NEQED

Update Vacancy Status Table on webskte and Current Vacancy Status Report to Positlon Filled

Update Annual Recruitement Report

Close out loh Jacket and file

Position Ar:ceptéﬁ By:
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Position: 1/4’ " é /]A V‘Lé Salary Range: #l‘L‘SJ wo— S bj m

Closing Date:_ Bl1bf- 1 Start Date of Positlon: Zﬁl’ [ 127
T
Steps: Completion Date
" |Approval by President to past the position ‘%,

Checl with EDHR if the position is ready for posting in NEQED

Make the Job Jacket

Post position in NEQED 7
Send out CCC Everyone email o
Post position with various agencies v .,
NCCCS Ny
Email Employment Security vy
Email MCAS Cherry Point S
Emal! Vocationa! Rehab v
Matchforce ya
Military Pipeline v

Other Speciality Sources

Update Vacancy Status Table on website and Current Vacancy Status Spreadsheet with Accepting Applications

Assign the Job Posting in NEOQED to the person screening the applications
Begin screening applications as they come in

Put names of those who currently work at the college on the Current Vacancy Status Report

Modify the requistion in NEOED to add committes members 5

Refer the candidates to the committee

Send Search Committee Appointment email with Job posting and Selection Committee Guidelines attached

Update Vacancy Status Table on website and Current Vacancy Status Spreadsheet with In Committee Review

Receive list of chosen candidates and interview dates/times from committee

Book room for the interviews

Schedule first level interviews in NECED

Final interview schedule emaled to committee along with interview questions and candidate evaluation forms

Upd_ate\facancy Status Tabie on website and Current Vacancy Status Report to First Level Interview

Receive list of second level interview recommendations {memao or email)

Receive all original interview materials (evaluation forms and interview scripts)

Veterans preference candidates sent to the Unit VP

Put second level interviewee names in NEQED

Update Vacancy Status Table on website and Current Vacancy Status Report to Second Level Interview

Unit VP sends a request to hire to ListPersonne!

President approves request to hire

Reference checks are conducted on the chosen candidate A~ \,D,
Referance checks are reviewed by EDHR (if necessary) N \30
Ematl is sent to candidate about the evite and further hiring steps s \p'\
Criminal background check is issued; motor vehicle check is issuad If required by position A~ \.A
CBC and motor vehicle checks reviewed by EDHR {if necessary) NSTS
Update hirlng process In NEOED ;\‘t\‘ B
Issue new hire documents in NEQED f\;" \\A
Notify second level candidates via phone; make sure VP has talked to internal second level candidates ol \ X
Notify zit candidates in OHC (first level interview stdtus and referred status) _JV\ A
Notify all candidates in Insight Ve

Wiark requistion as filled in NEQED

Update Vacancy Status Table on website and Current Vacancy Status Report to Position Filled

Update Annual Recruitement Report

Close out Jpb Jacket and file

Tailed Seqrel, 7Y
Positlon Accepted By: m\ L . :
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Account Settings | Sign Out

Dashboard
Manage Jobs
Search »

SéW

Click here to edit this job post. '

[CRAVEN.

SOMIBUNLTYREBLLEGE Y

Assistant General Manager' — Public Radio East

,Craven Community College

Apply Now
JOB DESCRIPTION -

Assistant General Manager - Public Radio East

SALARY: $45,000.00 - $55,000:00 Annually
DIVISION: Administration

DEPARTMENT: Public Radio East
OPENING DATE: 6/29/22 o
CLOSING DATE: 7/29/22 05:00 PM

OCCUPATIONAL SUMMARY:

The Assistant General Manager (AGM) directly supports the General Manager (GM) in the operations and
management of Public Radio East (PRE) in compliance with federal, state and industry mandated requirements and all
special licenses. Assists the GM to develop and implement a comprehensive strategic vision for the Public Radio East
Network that includes budgeting, underwriting, external agency relations, publ1c1ty and advertlsmg, and broadcast
philosophy. Maintains v1ab111ty of the PRE Networks, mcludlng programming, operations, expansion engmeermg, and
corporate and member services. Provides leadership, supervision, mentorsth, and training to PRE staff, on-air hosts,
and volunteers. Oversees Craven Community College students participating in PRE-sponsored curriculum and
workforce development courses. Provides administrative support to the PRE Foundation Board. The AGM performs all
duties of the GM during his/her absence. :

ESSENTIAL DUTIES & RESPONSIBILITIES:
Assists the GM in the operations and management of PRE

hitos:/fusmilitarvoipeline.com/jobs/428484953-assistant-general-manager-public-radio-gast 114
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Ensures compliance with Federal CQ‘numcations Commission (FCC) and CQoration for Public Broadcasting (CPB)
requirements
Develops and implements the PRE strategic v1510n strategic plan, and goals
Develops and manages major donor programs, direct mail solicitations, telemarketing programs, and commercial
marketing of sub-carrier channels and PRE tower space (vertical real estate}
Reviews and selects program material best suited for PRE listeners; researches and develops strategies to increase
listenership in the PRE broadcast area
Develops the annual operating and capital projects budgets for approval by the Vice President for Administration and
the PRE Foundation
Performs the duties of the GM during periods of GM absence
Recruits, trains, and schedules volunteers for station fundraising events
Supports curriculum and workforce development courses and programs related to broadcasting and Journahsm in
partnership with College Deans and academic program managers
Supervises the PRE underwntmg program
Generates fiscal revenue via public radio underwriting challenge grants meets monthly, quarterly, and annual financial
and new client goals and objectives
Provides training, assistance and supervision to PRE commission-based underwriters; maintains and strengthens valued
relationships with current underwriting clients
Completes underwriting acknowledgments for broadcasts that meet established PRE standards and FCC regulatlons
Oversees the preparation of al] required internal sales documentation for review and approval
Oversees the preparatlon and entering of sales contract information, daily logs, and billing using PRE’s radio traffic
software
Provides support for the community outreach program in the PRE broadcast area
Develops and manages an “Emergency Repalr/Response” plan in the event of a major equipment failure or another
incident in which the station could be taken off the air
Performs other job-related duties and projects as assigned in support of PRE Networks and the College’s mission, core
values and goals
MINIMUM QUALIFICATIONS:
Bachelor’s degree in Communications, Broadcasting, Journalism, Business Administration, Public Administration or
closely related field from a regionally accredited institution of higher learning AND four (4) years’ experience in
performing professzonal-level work in the field of activity OR an equivalent combination of education and qualifying
professional experience that would provide the skills, knowledge, and ability needed to fulfill the duties assigned to the
position.

Preferred:

Master’s degree in Communications, Broadcasting, Journalism, Business Administration, Public Administration or
closely related ﬁeld from a regionally accredited institution of higher learning.

Experience utlhzmg membership database software (Allegiance) and listener database (Arbitron).
Public radio experience.

KNOWLEDGE, SKILLS AND ABILITIES:
Knowledge ,

Knowledge of FCC and Corporation for Public Broadcasting policies related to non-profit fundraising and
development
Knowledge of current trends in broadcasting; including technology, programming and fundraising
Knowledge of program evaluation techniques and methodology
Knowledge of applicable laws, codes, regulations, policies and procedures related to public broadcasting
-Knowledge of business and management principles involved in strategic planning, resource allocation, leadership
techniques, production methods, and coordination of people and resources
Knowledge of major gifts solicitation, practices and principles

h'ttps:llusmllitarypIpeline.cmnljobs;’428494953-ass|stant-general-manager—publta-radlo-east 2/4
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-

Skills

Demonstrated record of community engagement and collaboratlon and of developmg partnersh1ps with individuals and
organizations

Demonstrated development experience, including major gift solicitation, on-line giving, on-air ﬁmdralsmg and planned
giving

Personnel management through motivating, training, development and directing people :
Advanced computer, technical, and industry tools literacy in word processing, spreadsheets, fundraising software
systems, accounting software, presentation software and field of activity equlpment software and 1ndustry tools
Excellent organization and prioritization skills with the ability to balance multiple issues and projects in a fast-paced
environment

Abilities

Ability to identify, strategize, implement and deliver programs and activities that result in positive and financially
supportive relationships

Ability to interpret laws and regulations and apply this knowledge to the performance of daily duties and
responsibilities

Ability to write and edit promotional or editorial copy

Ability to communicate effectively in oral and written form

Ability to work in and foster, a collaborative and team-oriented work style and environment

Ability to prepare and maintain accurate records and reports in conformance with Federal Communications
Commission (FCC) rules and regulations and resolve inaccuracies

Ability to understand, be sensitive to and respect the diverse academic, socioeconomic, culrural disability and ethnic
backgrounds of Craven Community College’s students erployees and community

APPLICATIONS MAY BE FILED ONLINE AT:
https://www.schooljobs.com/careers/cravence/jobs/3571464/assistant~general-manager-public-radig-east

800 College Court
New Bern, NC 28562
252-638<7335

hr@cravence.edu
- Position #2022-00045

ASSISTANT GENERAL' MANAGER PUBLIC RADIO EAST
MM

ABOUT CRAVEN COMMUNITY COLLEGE

Community College

Job Details

Company

Craven Community College
Location

New Bem, NC 28562

Job Type

Full Time

httos:flusmiIl'tarvpipeline.comljobsM28494953—assistan(-general-manager-pub!ic-radio-east 3/4
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Assistant General Manager - Public Radio East

Assistant General Manager - Public Radio East
Employer

Craven Community College

800 Coliege Court

New Bern, NC 28562

Phone: 252-638-7200

Job Location

Craven Community College
800 College Court
New Bern, NC 28562

Salary/Grade

$45,000-$55,000/annually

Benefits

Full Time Benefits

Job Categotry

Application Period

Opens: Wednesday, June 29, 2022

Closes: Friday, July 29, 2022 ‘
Target Start Date

Thursday, September 1, 2022

Expected Work Hours
40 hours

Reports to
General Manager, Public Radio East
Employment Type

hitns-ffinhs.nreammunttvealieaes. edu/assistant-aeneral-manaaer-pubiic-radio-east

10
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- Full Time

Minimum Qualifications

Bachelor’s degree in. Communications, Broadcasting, Journalism, Business Administration, Public
Administration or closely related field from a regionally accredited institution of higher

learning AND four (4) years’ experience in performing professional-level work in the fleld of
activity. OR an equivalent combination of education and qualifying professional experience that
would provide the skills, knowiedge, and ability needed to fulfill the duties assigned to the position.

Preferred Qualifications

Master’'s degree in Communications, Broadcasting, Journalism, Business Administration, Public
Administration or closely related field from a regionally accredited institution of higher learning.

Experience utilizing membership da_tabase software (Allegiance) and listener database (Arbitron).
Public radi(l) experience,

Position Description

Assistantl General Manager - Public Radio East

SALARY:$45,000.00 - $55,000.00 Annually

DIVISION:Administration

DEPARTMENT:Public Radio East

OPENING DATE:05/26/22

CLOSING DATE:06/16/22 05:00 PM

_OC.CU'PATIONAL SUMMARY:

The Assistant General- Manager (AGM) directly supports the General Manager (GM) in the
operations and management of Public Radio East (PRE) in compliance with federal, state and
industry mandated requirements and al! special licenses. Assists the GM to develop and implemen
a comprehensive strategic vision for the Public Radio East Network that includes budgeting,
underwriting, external agency relations, publicity and advertising, and broadcast philosophy.
Maintains viability of the PRE Networks, including programming, operations, expansion
engineering, and corporate and member services. Provides leadership, supervision, mentorship,
and training to PRE staff, on-air hosts, and volunteers. Oversees Craven Community College
students participating in PRE-sponsored curriculum and workforce development courses. Provides
administrative support to the PRE Foundation Board. The AGM performs all duties of the GM -
during his/her absence.

ESSENTIAL DUTIES & RESPONSIBILITIES:

* Assists the GM in the operations and management of PRE
o Ensures compliance with Federal Communications Commission (FCC) and Corporatlon for
Public Broadcastlng (CPB) requirements
o Develops and implements the PRE strategic vision, strategic plan, and goals

hltns:lnobs.nccommunitycolleges.edulassistant—general-manager—publlc-radio-aaét 215
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° Dévelops and mana major donor programs, direct Oil solicitations, telemarketing
programs, and commercial marketing of sub-carrier channels and PRE tower space
. (vertical real estate) :
o Reviews and selects program material best suited for PRE listeners; researches and
develops strategies to increase listenership In the PRE broadcast area
o Develops the annual operating and capital projects budgets for approvat by the V_ice
President for Administration and the PRE Foundation
o Performs the duties of the GM during periods of GM absence
¢ Recruits, trains, and schedules volunteers for station fundraising events
+ Supports curriculum and workforce development courses and programs related to broadcasting
and journalism in partnership with College Deans and academic program managers
* Supervises the PRE underwfiting program
o Generates fiscal revenue via public radio underwriting challenge grants; meets monthly,
quarterly, and annual financial and new client goals and objectives
o Provides training, assistance and supervision to PRE commission-based underwriters;
maintains and strengthens valued relationships with current underwriting clients
o Completes underwriting acknowledgments for broadcasts that meet established PRE
standards and FCC regulations
* Oversees the preparation of all required internal sales documentation for review and approval
* Oversees the preparation and entering of sales contract information, daily.logs, and billing
using PRE's radio traffic software .
* Provides support for the community outreach program in the PRE broadcast area
* Develops and manages an “Emergency Repair/Response” plan in the event of a major
equipment failure or another incident in which the station could be taken off the air
* Performs other job-related duties and projects as assigned in support of PRE Networks and
the College’s mission, core values and goals

MINIMUM QUALIFICATIONS:
: §

Bachelor’s degree in Communications, Broadcasting, Journalism, Business Administration, Public
Administration or closely related field from a regionally accredited institution of higher

learning AND four (4) years’ experience in performing professional-fevel work in the field of
activity OR an equivalent combination of education and qualifying professional experience that
would provide the skills, knowledge, and ability needed to fulfill the duties assigned to the position

Preferred:

Master’s degree in Communications, Broadcasting, Journalism, Business Administration, Public'
Administration or closely related field from a regionally accredited institution of higher learning.

Expérience utilizing membership database software (Allegiance) and listener database (Arbitron).
Public radio experience,

KNOWLEDGE, SKILLS AND -ABILITIES:

Knowledge

» Knowledge of FCC and Corporation for Public Broadcasting policies related to non-profit
fundraising and development

hitos:/fiobs.necommunitycolleges.edw/assistant-general-manager-public-radio-gasl . 35
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Knowledge of current trerQ in broadcasting; inctuding tecl@logy, programming and
fundraising .

Knowledge of program evaluation techniques and methodology

Knowledge of applicable laws, codes, regulations, policies and procedures related to pubhc
broadcasting

Knowledge of business and management principles involved in strategic planning, resource
allocation, leadershio techniques, production methods, and coordination of people and.
resources

Knowledge of major gifts solicitation, practices and principles

Skills

A

‘Demonstrated record of: community engagement and collaboration, and of developing

partnerships with individuals and organizations

Demonstrated development experience, including major gift solicitation, on-line giving, on-alr
fundraising and planned giving

Personnel management through motivating, training, development and directing people
Advanced computer, technical, and industry tools literacy in word processing, spreadsheets,
fundraising software systems, accounting software, presentation software and field of activity
equipment, software and industry tools

Excellent organization and prioritization skills with the ability to balance mu[tlple issues and
projects in a fast-paced environment

Abilities

Ability to identify, strategize, implement and deliver programs and activities that resuit ln
positive and financially supportive relationships

Ability to interpret laws and regulations and apply this knowledge to the performance of dally
duties and responsibilities

Ability to write and edit promotional or editorial copy

Ability to communicate effectively in oral and written form

Ability to work in and foster, a collaborative and team-oriented work style and environment
Ability to prepare and maintain accurate records and reports in conformance with Federal
Communications Commission (FCC) rules and regulations and resolve inaccuracies

Ability to understand, be sensitive to and respect the diverse academic, socioeconomic,

cultural, disability and ethnic backgrounds of Craven Community College’s students,
employees and community

APPLICATIONS MAY BE FILED ONLINE AT: '

https:/ /www.schooljobs. com[careers[cravencc[]obs[3616517[ass:stant-general-
manager-public-radio-east

800 College Court:
. New Bern, NC 28562
252-638-7335

h!tps:lﬂobs.nccommunitycolleges.edufasslé!ant—genera!—manager-publio-radlo-east “ 445
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hr@cravencc.edu O

Position #2022-00059
ASSISTANT GENERAL MANAGER - PUBLIC RADIO EAST

How to Apply

APPLICATIONS MAY BE FILED ONLINE AT:
https: //www.schooljobs.com/careers/cravencc/jobs/36 16517lassistant-genera_l-;_
manager-public-radio-east

Job Post Contact
Craven Community College

For_Colleges
For Students
Jobs

Directory
Contact Us.

200 West Jones Street
Raleigh, North Carolina 27603
919-807-7100 | View Mailing_Address | Contact Us

~» Facebook
* Twitter
*» YouTube

© 2014-2022

htips:/ffobs.necommiinitycolieges.edufassistant-general-manager-public-radio-east : 5/5
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Marie Mynster

From; Denise Salerno

Sent: Wednesday, June 29, 2022 5.02 PM

To: CCC Everyone

Subject: Position Vacancy at Craven Community College

The Human Resources office would like to announce that the college is currently recruiting for the following full-time
position;

Assistant General Manager- Public Radio East 2022-00059
(Repost)

Please clickona llnk above to see the Job Description. Anyone interested in applying, please go to the Employment
Opportunities link of the college's Web site. :

We would appreciate your passing this information along to anyone you may know that would be interested.

In addition, please remember to check our Adjunct Faculty and Temporary Stafi Position needs often as they frequently
change.

Should you have any questions or need additional information, please feel free to contact the Human Resources office at
extension 7335 (Marie).

Denise Salerno, SPHR

Executive Director of Human Resources
Craven Community College

800 College Court

New Bern, NC 28562

252-638-7225 {p}

252-672-7516 (f)
salernod@cravence.edu
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CRAVEN COMMUNITY COLLEGE
invites applications for the position of:

Assistant General Manager - Public
Radio East (Repost)

- SALARY: $45,000.00 - $55,000.00 Annually
DIVISION: Administration '
DEPARTMENT: Public Radio East
OPENING DATE: 06/29/22
CLOSING DATE: 07/29/22 05:00 PM

OCCUPATIONAL SUMMARY:

The Assistant General Manager (AGM)} directly supports the General Manager (GM) in the
operations and management of Public Radio East (PRE) in compliance with federal, state and
industry mandated requirements and all special licenses. Assists the GM to develop ahd
implement a comprehensive strategic vision for the Public Radic East Network that includes

. budgeting, underwriting, external agency relations, publicity and advertising, and broadcast
philosophy. Maintains viability of the PRE Networks, including programming, operations,
expansion engineering, and corporate and member services. Provides leadership, supervision,
mentorship, and training to PRE staff, on-air hosts, and volunteers. Cversees Craven
Community College students participating in PRE-spansored curriculum and workforce
development courses. Provides administrative. support to the PRE Foundation Board. The AGM

" performs all duties of the GM during his/her absence.

ESSENTIAL DUTIES & RESPONSIBILITIES:

+ Assists the GM in the operations and management of PRE

o Ensures compliance with Federal Communications Commission (FCC) and
Corporation for Public Broadcasting (CPB) requirements

o Develops and implements the PRE strategic vision, strategic plan, and goals

e Develops and manages major donor programs, direct mail solicitations,
telemarketing programs, and commercial marketing of sub-carrier channels and
PRE tower space (vertical real estate)

o Reviews and selects program material best suited for PRE listeners; researches
and develops strategies to increase listenership in the PRE broadcast area

o Develops the annual operating and capital projects budgets for approval by the Vice
President for Administration and the PRE Foundation

o Performs the duties of the GM during petiods of GM absence

+ Recruits, trains, and schedules volunteers for station fundralsing events .

« Supports curriculum and workforce development courses and programs related to
broadcasting and journalism in partnership with College Deans and academic program
managers ‘

= Supervises the PRE underwriting program

o Generates fiscal revenue via public radio underwriting challenge grants; meets
monthly, quarterly, and annual financial and new client goals and objectives

https:#fagency.governmentjobs.com/cravencefjob_bulletin.cim?joblD=3616517&sharedWindow=0
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o Provides training, & ~istance and supervision to PRE commisg™ -based
underwriters; maian and strengthens valued relationships current

underwriting clients, .
o Completes underwriting acknowledgments for broadcasts that meet established
PRE standards and FCC regulations

» Oversees the preparation of all required internal sales documentation for review and
approval

+ Oversees the preparation and entering of sales coniract information, daily logs, and billing
using PRE's radio traffic software

+ Provides support for the community outreach program in the PRE broadcast area

+ Develops and manages an "Emergency Repair/Response” plan in the event of a major
equipment failure or another incident in which the station could be taken off the air

+ Performs other job-related duties and projects as assigned in support of PRE Networks
and the College's mission, core values and goals

MINIMUM QUALIFICATIONS:

Bachelor's degree in Communications, Broadcasting, Journalism, Business Administration,
Public Administration or closely related field from a regionally accredited institution of higher
learning AND four {4) years’ experience in performing professional-level work in the field of
activity OR an equivalent combination of education and qualifying professional experience that
would provide the skills, knowledge, and ability needed to fulfill the duties assigned to the
position. :

Preferred:

Master's degree in Con]munications, Broadcasting, Journalism, Business Administration, Public
Administration or closely related field from a regionally accredited institution of higher learning.

Experierice utilizing membership database software (Allegiance) and listener database
(Arbitron),

Public radio experience.

KNOWLEDGE, SKILLS AND ABILITIES:

Knowledge

+ Knowledge of FCC and Corporation for Public Broadcasting policies related to non-profit
fundraising and development

« Knowledge of current trends in broadcasting; including technology, programming and
fundraising ‘

+ Knowledge of program evaluation techniques and methodology

+ Knowledge of applicable laws, codes, regulations, policies and procedures related to
public broadcasting

» Knowledge of business and management principles involved in strategic planning,
resource allocation, leadership techniques, production methods, and coordination of
people and resources :

+ Knowledge of major gifts solicitation, practices and principles

Skills

hitps://agency.governmentjobs.com/cravenccijob_bulletin.cim?jobiD=36165174&sharedWindow=0 213
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Demonstr@ record of community engagement ananboration, and of deveioping

partnerships with individuals and organizations

+ Demonstrated development experlence including major gift solicitation, on-line giving, on-

air fundraising and planned giving

‘Personnel management through motivating, training, development and directing people

+ Advanced computer, technical, and industry tools literacy in word processing,
spreadsheets, fundraising software systems, accounting software, presentation software
and field of activity equipment, software and industry tools

» Excellent organization and prioritization-skills with the ability to balance multiple issues

and projects in a fast-paced environment

Abilities

. « Ability to identify, strategize, implement and deliver programs and activities that result in
positive and financially supportive relationships
« Ability to interpret laws and regulations and apply this knowledge to the performance of
daily duties and responsibilities
Ability to write and edit promotional or editorial copy
Ability to communicate effectively in oral and written form
Ability to work in and foster, a collaborative and team-oriented work style and environment
Ability to prepare and maintain accurate records and reports in conformance with Federal
Communications Commission (FCC) rules and regulations and resolve inaccuracies
» Ability to understand, be sensitive to and respect the diverse academic, socioeconomic,
cultural, disability and ethnic backgrounds of Craven Community College’s students,
employees and community

APPLICATIONS MAY BE FILED ONLINE AT: Position #2022-00059
httD://www.cravencc.edu ASSISTANT GENERAL MANAGER - PUBLIC RADIO

. . EAST (REPOST)
800 College Court . DS

New Bern, .NC 28562
252-638-7335

hr@cravencc.edu

hilps://agency.governmentjobs.com/cravence/job_bullelin.cim?joblD=3818517&sharedWindow=0
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Denise Salerno

From: Raymand Staats

Sent: Wednesday, June 29, 2022 3:04 PM

To: Jim Millard; LIST Personnel Changes

Cc Ben Donneliy

Subject: ' Re: Failed Search - Request to Re-Advertise - Assistant General Manager Public Radio
' East

Approved.

Dr. Ray Staats

From: Jim Millard <millardj@cravencc.edu>

Sent: Wednesday, June 29, 2022 2:45:20 PM

To: LIST Personnel Changes <LIST-Personnel-Changes@cravencc.edu>; Raymond Staats <staatsr@cravencc.edu>
Cc: Ben Bonnelly <donnellyb@cravence.edu>

Subject: Failed Search - Request to Re-Advertise - Assistant General Manager - Public Radio East

- Good Afternoon Sir, |
I respectfully request permission to re-advertise the following position, as the initial search failed:

Asslstant General Manager - PRE

This is a new position. This request was approved at ELT on 5/17/22 for a range of 545,000 to $55,000. The
vacancy announcement and job description are on file in HR. The advertisement will be posted for 30 days.

Thank you for your consideration of this request. - Jim
Very Respectfully,
Jim Millard

Vice President for Administration
Chief Financial Officer

.amw T

Brock Building, Suite 223
800 Callege Court

New Bern, NC 28562
(252) 638-7266

From: Raymond Staats <staatsr@cravencc.edu>
. Sent: Wednesday, May 25, 2022 5:36 PM
© To: Jim Millard <millardj@cravencc.edu>; LIST Personnel Changes <LIST-Personnel-Changes@cravence.edu>



Cc: Ben Donnelly <donnellyb@craven,‘ du> O
Subject: Re; Assistant General Manager — Public Radio East ’

Approved.

Dr. Ray Staats

From: Jim Millard <millardj@cravencc.edu>

Sent: Wednesday, May 25, 2022 5:29:56 PM

To: LIST Personnel Changes <LIST-Personnel- Changes@cravencc edu>; Raymond Staats <staatsr@cravencc.edu>
- Cc: Ben Donnelly <donnellyb@cravencc.edu>

Subject: Assistant General Manager — Public Radio East

Good afternoon sir,
l respecffully request permission to advertise for the following position:
Assistant General Manager — Public Radio East

This position will replace the Business Account Executive position. This request was approved at ELT on '
5/17/22 for a range of $45,000 to $55,000. The vacancy announcement and job description are on file in
HR. The advertisement will be posted for three weeks.

Thank you for your time and consideration of this request sir. --Jim
Very Respectfully,
Jim Milard

Vice President for Administration
Chief Financial Officer

o

Brock Building, Suite 223
800 College Court

New Bern, NC 28562
{252) 638-7266



COLLEGES

MR~ T v i M3 87 Ll AT P M WY A LTI, e o

] EATING SUCCESS (http: //www.nccommunitycolleges.edu)

stant General Manager - Public Radio East | NC Corwnity Colleges Jobs

3

About Us
Jobs
Directory

Foundation
State Board

Find a College

Jobs Home
For Colleges
For Students

Assistant General Manager - Public Radic East

Assistant General Manager - Public Radio East
Employer

Craven Community College

800 College Court

New Bern, NC 28562

Phone: 252-638-7200

Job Location

Craven Community College
800 Coliege Court
New Bern, NC 28562

Salary/Grade
$45,000-$55,000/annually
Benefits

Full Time Benefits

Job Category

Application Period

Opens: Thursday, May 26, 2022
Closes: Thursday, June 16, 2022
Target Start Date

Monday, August 1, 2022
Expected Work Hours

40 hours

Reports to

General Manager, Public Radio East
Employment Type

httnefiinh= nernmmuonitvenlleass. edufasslstant-aeneral-manager-public-radic-east
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Full Time
Minimum Qualifications

Bachelor’s degree in Communications, Broadcasting, Journalism, Business Administration,. Public
Administration or closely reiated field from a regionally accredited institution of higher

learning AND four (4) years’ experience in performing professional-level work in the field of
activity OR an equivalent combination of education and qualifying professional experience that
would provide the skills, knowledge, and ability needed to fulfili the duties assigned to the position.

Preferred Qualifications

Master’s degree in Communications, Broadcasting, Journalism, Business Administration, Public
Administration or closely related field from a regionally accredited institution of higher learning.

Experience utilizing membership database software (Allegiance) and listener database (Arbitron).
Public radio experiencé. |
Posijtion Description

Assistant General Manager - Public Radio East

SALARY:$45,000.00 - $55,000.00 Annually

DIVISION:Administration

DEPARTMENT:Public Radio East

OPENING DATE:05/26/22

CLOSING DATE:06/16/22 05:00 PM

OCCUPATIONAL SUMMARY:

- The Assistant General Manager (AGM) directly supports the General Manager (GM) in the
operations and management of Public Radio East (PRE) in compliance with federal, state and
industry mandated requirements and all special licenses. Assists the GM to develop and implemeni
a comprehensive strategic vision for the Public Radic East Network that includes budgeting,
underwriting, external agency relations, publicity and advertising, and broadcast philosophy.
Maintains viability of the PRE Networks, including programming, operations, expansion
engineering, and corporate and member services. Provides leadership, supervision, mentorship,
and training to PRE staff, on-air hosts; and volunteers. Oversees Craven Community College
students participating in PRE-sponsored curriculum and workforce development courses. Provides
administrative support to the PRE Foundation Board. .The AGM performs all duties of the GM
during his/her absence.

ESSENTIAL DUTIES & RESPONSIBILITIES:

* Assists the GM in the operations and management of PRE
© Ensures compliance with Federal Communications Commission (FCC) and Corporation for
Public Broadcasting (CPB) requirements

o Develops and implements the PRE strategic vision, strategic plan, and goals

httos:/obs.nccommuniiveolieges.edufassistant-general-manager-public-radio-east .25
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o Develops and manages ujor donor programs, direct maid)licitations, telemarketing
programs, and commercial marketing of sub-carrier channels and PRE tower space
(vertical real estate)
o Reviews and selects program material best suited for PRE listeners; researches and
develops strategies to increase listenership in the PRE broadcast area
o Develops the annual operating and capital projects budgets for approval by the Vice
President for Administration and the PRE Foundation
o Performs the duties of the GM during periods of GM absence
+ Recruits, trains, and schedules volunteers for station fundraising events
* Supports curriculum and workforce development courses and programs related to broadcasting
and journalism in partnership with College Deans and academic program managers
* Supervises the PRE underwriting program '
o Generates fiscal revenue via public radio underwriting challenge grants; meets monthly,
quarterly, and annual financial and new client goals and objectives
o Provides training, assistance and supervision to PRE commission-based underwriters;
maintains and strengthens valued relationships with current underwriting clients
o Completes underwriting acknowledgments for broadcasts that meet established PRE
standards and FCC regulations
* Qversees the preparation of ail required internal sales documentation for review and approval
* QOversees the preparation and entering of sales contract information, daily logs, and billing
using PRE’'s radio traffic software
* Provides support for the community outreach program in the PRE broadcast area
* Develops and manages an “"Emergency Repair/Response” plan in the event of a major
equipment failure or another incident in which the station could be taken off the air
* Performs other job-related duties and projects as assigned in support of PRE Networks and
the College’s mission, core values and goals

MINIMUM QUALIFICATIONS:

Bachelor’s degree in Communications, Broadcasting, Journalism, Business Administration, Public
Administration or closely related field from a regionally accredited institution of higher

tearning AND four (4) years’ experience in performing professional-level work in the field of
activity OR an equivalent combination of education and qualifying professional experience that
would provide the skills, knowledge, and ability needed to fulfill the duties assigned to the position

Preferred:

Master's degree in Communications, Broadcasting, Journalism, Business Administration, Public
Administration or closely related field from a regionally accredited institution of higher learning.

Experience utilizing membership database software (Allegiance) and listener database (Arbitron).
Public radio experience.
KNOWLEDGE, SKILLS AND ABILITIES:

Knowledge

* Knowledge of FCC and Corporation for Public Broadcasting policies related to non-profit
fundraising and development

httpos:/fiobs.nccommunitveollenes.edufassistant-general-manager-public-radic-sast . 35
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Knowledge of current trends broadcastlng, including technolow, programming and
fundraising

Knowiedge of program evaluation techniques and methodology

Knowledge of applicable laws, codes, regulations, policies and procedures related to public
broadcasting

Knowledge of business and management principles involved in strategic planning, resource
allocation, leadership techniques, production methods, and coordination of people and
resources

Knowledge of major gifts solicitation, practices and principles

Skills

Demonstrated record of community engagement and collaboration, and of developing
partnerships with individuals and organizations

Demonstrated development experience, including major gift solicitation, on-line giving, on-air’
fundraising and planned giving .

Personnel management through motivating, training, development and directing people
Advanced computer, technical, and industry tools literacy in word processing, spreadsheets,
fundraising software systems, accounting software, presentation software and field of activity
equipment, software and industry tools

Excellent organization and prioritization skills with the ability to balance multiple issues and
projects in a fast-paced environment

Abilities

9

Ability to identify, strategize, implement and deliver programs and activities that result in
positive and financially supportive relationships

Ability to interpret laws and regulations and apply this knowledge to the performance of daily
duties and responsibilities

Ability to write and edit promotional or editorial copy

Ability to communicate effectively in oral and written form

Ability to work in and foster, a collaborative and team-oriented work style and environment
Ability to prepare and maintain accurate records and reports in conformance with Federal
Communications Commission.(FCC) rules and regulations and resolve inaccuracies

Ability to understand, be sensitive to and respect the diverse academic, socioeconomic,
cultural, disability and ethnic backgrounds of Craven Community College’s students,

.employees and community

APPLICATIONS MAY BE FILED ONLINE AT: :
https://www.schooljobs, com[careerszcravencc[Jobs[3571464/ass:stant-general-

manager-pubhc-radlg-east

800 College Court
New Bern, NC 28562
252-638-7335

hitos:/fiobs.nccommunitycolieges.edufassistant-general-manager-public-radio-east 415
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hr@cravencc.edu

Position #2022-00045

@Isfam General Manager - Public Radlo East | NC Co@ynity Colleges Jobs

ASSISTANT GENERAL MANAGER - PUBLIC RADIO EAST

How .to Apply

APPLICATIONS MAY BE FILED ONLINE AT:

https://www.schooljobs.com/careers/cravencc/jobs/3571464/assistant-general-

manager~public-radio-east

Job Post Contact
Craven Community College
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* Twitter
* YouTube

© 2014-2022

200 W_est Jones Street
Raleigh, North Carolina 27603

919-807-7100 | View Mailing Address | Contact Us

* Facehook
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Assistant General Manager — Public Radio East

Craven Community College

Apply Now
JOB DESCRIPTION

Assistant General Manager - Public Radio East

SALARY: $45,000.00 - $55,000.00 Annually
DIVISION: Administration

DEPARTMENT: Public Radio East
OPENING DATE: 05/26/22

CLOSING DATE: 06/16/22 05:00 PM

OCCUPATIONAL SUMMARY:

The Assistant General Manager (AGM) directly supports the General Manager (GM) in the operations and
management of Public Radio East (PRE) in compliance with federal, state and industry mandated requirements and all
special licenses. Assists the GM to develop and implement a comprehensive strategic vision for the Public Radio East
Network that includes budgeting, underwriting, external agency relations, publicity and advertising, and broadcast
philosophy. Maintains viability of the PRE Networks, including programming, operations, expansion engineering, and
corporate and member services, Provides leadership, supervision, mentorship, and training to PRE staff, on-air hosts,
and volunteers, Oversees Craven Community College students participating in PRE-sponsored curriculurm and
workforce development courses. Provides administrative support to the PRE Foundation Board. The AGM performs all
duties of the GM during his/her absence.

ESSENTIAL DUTIES & RESPONSIBILITIES:
Assists the GM in the operations and management of PRE

hftos:flusmilitarveiveline.comfiobs/428494953-assistant-general-manager-public-radio-east . 14
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Ensures compliance with Federal Coanwations Commission (FCC) and Corplagetion for Public Broadcasting (CPB)
requirements
Develops and implements the PRE strategic vision, strategic plan, and goals
Develops and manages major donor programs, direct mail solicitations, telemarketing programs, and commercial
marketing of sub-carrier channels and PRE tower space (vertical real estate)
Reviews and selects program material best suited for PRE listeners; researches and develops sirategies to increase
listenership in the PRE broadcast area
Develops the annual operating and cap1ta1 projects budgets for approval by the Vice President for Administration and
the PRE Foundation
Performs the duties of the GM during periods of GM absence
Recruits, trains, and schedules volunteers for station fundraising events
Supports curriculum and workforce development courses and programs related to broadcasting and journalism in
partnership with College Deans and academic program managers
Supervises the PRE underwriting program
Generates fiscal revenue via public radio underwriting challenge grants; meets monthly, quarterly, and annual financial
and new client goals and objectives
Provides training, assistance and supervision to PRE commission-based underwriters; maintains and strengthens valued
relationships with current underwriting clients
Completes underwriting acknowledgments for broadcasts that meet established PRE standards and FCC regulations
Oversees the preparation of all required internal sales documentation for review and approval
Oversees the preparation and entering of sales contract information, daily logs, and billing using PRE’s radio traffic
software
Provides support for the community outreach program in the PRE broadcast area
Develops and manages an “Emergency Repalr/Response” plan in the event of a major equipment fallure or another
incident in which the station could be taken off the air
Performs other job-related duties and projects as assigned in support of PRE Networks and the College’s mission, core
values and goals
MINIMUM QUALIFICATIONS:
Bachelor’s degree in Communications, Broadcasting, Journalism, Business Administration, Public Administration or
closely related field from a regionally accredited institution of higher learning AND four (4) years® experience in
performing professional-level work in the field of activity OR an equivalent combination of education and qualifying

professional experience that would provide the skills, knowledge, and ability needed to fulfill the duties assigned to the
position.

'

Preferred;

Master’s degree in Communications, Broadcasting, Journalism, Business Administration, Public Administration or
closely related field from a regionally accredited institution of higher learning.

Experience utilizing membership database software (Allegiance) and listener database (Arbitron).
Public radio experience.

KNOWLEDGE, SKILLS AND ABILITIES:
Knowledge

Knowledge of FCC and Corporation for Public Broadcasting policies related to non-profit fundraising and
development

Knowledge of current trends in broadcasting; including technolo gy, programming and fundraising

Knowledge of program evaluation techriques and methodology

Knowledge of applicable laws, codes, regulations, policies and procedures related to public broadcasting
Knowledge of business and management principles involved in strategic planning, resource allocation, leadership
techniques, productlon methods, and coordination of people and resources

Knowledge of major gifts solicitation, practices and principles

hitps:Husmilitarypipeline.com/fjobs/428494953-assistant-general-managsr-public-radlo-east 2/4
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-

Skills

Demonstrated record of community engagement and collaboration, and of developing partuerships with individuals and
organizations

Demonstrated development experience, including major gift solicitation, on-line giving, on-air fundraising and planned
giving

Personnel management through motivating, training, development and directing people

Advanced computer, technical, and industry tools literacy in word processing, spreadsheets, fundraising software
systems, accounting software, presentation software and field of activity equipment, software and industry tools
Excellent organization and prioritization skills with the ability to balance multiple issues and projects in a fast-paced
environment ‘

Abilities

Ability to identify, strategize, implement and deliver programs and activities that result in positive and financially
supportive relationships

Ability to interpret laws and regulations and apply this knowledge to the performance of daily duties and
responsibilities

Ability to write and edit promotional or editorial copy

Ability to communicate effectively in oral and written: form .

Ability to work in and foster, a collaborative and team-oriented work style and environment

Ability to prepare and maintain accurate records and reports in conformance with Federal Communications
Commission (FCC) rules and regulations and resolve inaccuracies

Ability to understand, be sensitive to and respect the diverse academic, socioeconomic, cultural, disability and ethnic
backgrounds of Craven Community College’s students, employees and community

APPLICATIONS MAY BE FILED ONLINE AT: .
https://www.schooljobs.com/careers/cravence/jobs/357 1 464/assistant-peneral -manager-public-radio-gast

800 College Court
New Bern, NC 28562
252-638-7335

hr@cravence.edu
Position #2022-00045

ASSISTANT GENERAL MANAGER - PUBLIC RADIO EAST
MM

ABOUT CRAVEN COMMUNITY COLLEGE

Community College

" Job Details

Company

Craven Community College
Location

New Bern, NC 28562

Job Type
Full Time

hitps:ffusmilitarypipeline.com/jobs/428494953-assistant-general-manager-public-radic-east 34
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Contact Support | Terms of Use | Privacy Policy

© éopyright 2022 Futures Inc. All rights reserved. B
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Marie Mynster

From: Marie Mynster

Sent: Thursday, May 26, 2022 9:06 AM

To: reeshema.walker@nccommerce.com; muravsky@usmec.mil; patrice.bryant@usmec.mil;
ranza.thurman@usmec.mil; lisa.temple@dhhs.nc.gov; terris.lovelle@dhhs.nc.gov

Cc: Marie Mynster

Subject: Position Vacancy at Craven Community College

Good afternoon,

' The Human Resources office would l1ke to announce that the college is currently recruiting for the
following full-time position:

Assistant General Manager - Public Radio East
(2022-00045).

Please click on a link above to see the Job Description. Anyone interested in applying, please go to
the Employment Opportunities link of the college's Web site.

We would appreciate your passing this information along to anyone you may know that would be
. interested.

In addition, please remember to check our Adjunct Faculty and Temporary Staff Position needs
often as they frequently change. -

Should you have any questions or need additional information, please feel free to contact the
Human Resources office at extension X7335 (Marie).

Warie Mynster
HR Specialist
Craven Community College-New Bern Campus
252-638-7335
. FAX: 252-672-7516
mynsterm@cravence.edy
Summer Operating Hours: Monday —Thursday 7:30 am to 6:00 pm
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Marie Mynster

I —
From: Marie Mynster
Sent: Thursday, May 26, 2022 9:05 AM
" To: CCC Everyone
Subject: Position Vacancy at Craven Community College

Good afternoon,

The Human Resources office would like to announce that the college is currently recruiting for the
following full-time position:

Assistant General Manager - Public Radio East
(2022-00045). |

Please click on a link above to see the Job Description. Anyone interested in applying, please go to
the Employment Opportunities link of the college's Web site.

We would appreciate your passing this information along to anyone you may know that would be
interested.

In addition, please remember to check our Adjunct Faculty and Temporary Staff Position needs
- often as they frequently change.

Should you have any questions or need additional information, please feel free to contact the
Human Resources office at extension X7335 (Marie).

Warie WMynster

HR Specialist

Craven Community College-New Bern Campus

252-638-7335

FAX; 252-672-7516

mynsterm@cravencc.edu

Summer Operating Hours: Monday — Thursday 7:30 am to 6:00 pm

CRAVEN
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Marie Mynster

A
From: Raymond Staats
Sent: Wednasday, May 25, 2022 5:36 PM
To: Jim Millard; LIST Personnel Changes
Cc: Ben Donnelly
Subject: Re: Assistant General Manager — Public Radio East

Approved.

Dr. Ray Staats

From: Jim Millard <millardj@cravencc.edu>
Sent: Wednesday, May 25, 2022 5:29:56 PM
- To: LIST Personnel Changes <LIST-Personnel-Changes@cravencc.edu>; Raymond Staats <staatsr@cravencc.edu>
_ Ce: Ben Donnelly <donnellyb@cravencc.edus
Subject: Assistant General Manager — Public Radio East |

Good afternoon sir,
| respectfully request permission to advertise for the following position:
Assistant General Manager ~ Public Radio East

This position will replace the Business Account Executive position. This request was approved at ELT on
5/17/22 for a range of $45,000 to $55,000. The vacancy announcement and job description are on file in
HR. The advertisement will be posted for three weeks.

" Thank you for your time and consideration of this request sir, --Jim
Very Respectfully,

Jim Millard
Vice President for Administration
Chief Financial Officer

9 CRAVEN]
2T =

Brock Building, Suite 223

800 College Court

New Bern, NC 28562

{252) 638-7266
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Position: Aﬁ(/m% %’;& EW "Dﬁ-%[aw Range: % SJm 57 §9D
Closing Date: PMMWGJ “pe sted v def M&.J&art Date of Position: __{ — gﬁ ~22.

Steps:

CQmpIetionﬁﬁe

Approval by President to post the positlon

Check with EDHR if the position 15 ready for pasting in NEOED

. |Make the Job Jacket

 z

Post position in NEOED

L

Send out CCC Everyone email u
Post position with varlous agencles P
NCCCS
Emall Employment Security
£mail MCAS Cherry Point
Email Vocational Rehab
Matchfarce

Military Pipeline

QOther Speciality Sources

Update Vacancy Status Table on website and Current Vacancy Status Spreadshest with Accepting Applications

Assign the Job Posting In NEOED to the person screening the applications

Begin screening applications as they come in

Put names of those who currently work at the college on the Current Vacancy Status Report

Modify the requistion In NEQED to add committee members, V-P of divislon, EA to VP .

Refer the candidates to the committee

Send Search Committee Appointment email with job posting and Selection Committee Guidelinas attached

Update Vacancy Status Table on webslte and Current Vacancy Status Spreadsheet with In Committee Review

Receive list of chosen candidates and Interview dates/times from committee

Book room for the Interviews

Schedule first level interviews in NEQED

Final interview schedule emalled to committee along with interview questions and candidate evaluation forms

Update Vacancy Status Table on website and Current Vacancy Status Report to First Level Interview C

Receive list of second level interview recommendations (memo or email)

Receive all original interview materials (evaluation forms and interview scripts)

Veterans preference candidates sent to the Unit VP

But second lavel interviewee names in NEQED

Update Vacancy Status Table on website and Current Vacaney Status Report to Second Level Interview

Unit VP sends a request to hire to ListPersonne!

President approves request to hire

| N
§@§5J\&§Q§§§\&N§A\§&:\*@&$

Reference checks are conducted on the chosen candldate

~/

Reference checks are reviewed by EDHR {if necessary)

v/

Emall is sent to candidate about the evite and further hiring steps

</

Criminal background check is iisued; motor vehicle check is issued if required by position

N

§]
CBC and motor vehicle checks reviewed by EDHR {if necessary)

Update hiring process in NECED

Issue new hire documents in NEOED

Notify second level candidates via phone; make sure VP has talked to internal second level candidates

Notify all candidates in OHC (first level interview status and referred status)

Notify all candidates in Insight

Mark requistion as filled in NEOED -

Update Vacancy Status Table on website and Current Vacancy Status Report to Position Filled

Update Annual Recruitement Report

NS

Close out Job Jdcket and file

Wo\g\WV thin |

sotton sty OMS_ Gm—.

de;,Q@%ED



Marie Mynster

From: Ben Donnelly
" Sent: Tuesday, October 4, 2022 3:48 PM
To: Marie Mynster
Subject: Committee Recommendation for Accounting Assistant Position -
!
Marie,

The selection committee for the accounting assistant posiﬁon for PRE has completed the interview process.
We have come back with a recommendation to hire Atsgmilh Gymm for the position,

| will place the interview materials and notes from the committee in campus mail and send it over to you,

Sincerely,

S
SN2

Ben Donnelly

General Manager, Public Radic East
E Executive Director, Public Radio East Foundation
WTEB 89.3/WZNB 88.5 / WKNS 80.3 /WBJD 81.5 / W201A0 88 1
Craven Communijty College
. g ) 800 College Court - New Bern NC 28562
'Pubhc Radlo East 252.638.7256 Direct / 252.638.3434 Main / 252.638.3538 Fax
TGO AT 70 C RAVEN CONYINTY £ CLLESE bdonnelly@publicradioeast.org donnellyb@cravence.edu publicradiceast.org
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Marie Mynster

From: Marie Mynster

Sent: ~ Monday, September 26, 2022 7:4S AM

To: Ben Dannelly; Jared Brumbaugh; Jennifer Erlitz

Cc: ) Denise Salerno; Rachel Weldin; Marie Mynster; Christine Sachs

Subject; Selection Committee and Interview Schedule for Accounting Assistant - Public Radio
East (2022-00083)

Attachments: _ Non-Managerial Non-Supervisory Candidate Evaluation Form. pdf 2021 Selection

Committee Guide - Final - October 2021.docx; 2021 Selection Committee Guidelines
.docx; accounting assistant - pre Job Bulletin.pdf; Accounting Assistant - PRE.docx

3

Thank you for your willingness to serve on the Selection Committee for the Accounting Ass1stant -
Public Radio East (2022-00083)position which is available for screening now.

Applications are available for yeur review in NeoEd https://login.neogov.com/ Signout?siteCode=IN.
If-you are having trouble signing in to your NeoEd account, please contact me via email.

Selection Committee Guidelines, an evaluation form for conducting interviews, and the job
description are attached. Please review the Selection Comm1ttee Guidelines, as changes have
been made

Ben Donnelly will serve as chair and will contact you to schedule a date and time for meetings.

If Human Resources can be of further assistance, please do not hesitate to contact us;

Good day,

Below is the mterv1ew schedule for the Accountmg Assistant — Pubhc Radio East
(2022 -00081) position.

Interview questions, job description, and rating sheets are attached.

Wednesday, September 28, 2022 in Brock 236 in the HR Suite
A% Dw — 12:00 p.m.
MJE Regm — 3:00 p.m.

Warie qus-hsr



HR Specialist O Q

Craven Community Coliege-New Bern Campus

252-638-7335

FAX: 252-672-7516

mynsterm@cravencc.edu

Fall/Winter/Spring Hours: Monday-Thursday from 8 a.m.-5:30 p.m and Friday from 8 a.m. —2:30 p.m.

Come work with us: CCC Employment — Job Opportunities
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CRAVEN

Accounting Assistant - Public Radio East (REPOST)

Craven Community College

Apply Now -
JOB DESCRIPTION
Accounting Assistant - Public Radio East

SALARY: $35,000.00 - $37,000.00 Annually

DIVISION: Administration

DEPARTMENT: Public Radio East

OPENING DATE: 09/06/22

CLOSING DATE: Continuous :

OCCUPATIONAL SUMMARY: '

The Accounting Assistant for Public Radio East is responsible for pcrformmg a wide range of technical, admm1strat1ve

accounting and project support tasks in a fast-paced broadcasting atmosphere. This requires completion of clerical

financial duties related to the processing, prepa.rauon and maintenance of financial, accounting and statistical records;

receiving, reviewing, verifying and proceésing a wide range of financial and accounting-related documents; preparing

and maintaining financial reports and records; and performing related work as assigned. This position serves as

primary point of admuustratlve contact for internal and external customers of Public Radio East and the Public Radio
East Foundation Board.

L

ESSENTIAL DUTIES & RESPONSIBILITIES:

Provides excellent customer service and assistance to internal and external customers through walk-in, telephone and
email

Performs accounting functions for all monetary transactions to PRE on a daily basis, maintaining an accurate record of
funds and general ledger distribution within the database

Receives, records, reconciles and reports transactions timely and accurately on behalf of PRE; managing Allegiance
software to ensure workflow and status updates



Prepares monthly PRE financial reports and reconciles data between Allegiance software and the college’s Colleague
system d

Enters.orders, maintains accounts, creates bills, and maintains logs for underwriting announcements in Visual Traffic
software

Schedules, organizes and attends PRE Foundation Board meetings; takes, prepares and publishes minutes

Prepares financial materials in coordination with Financial Services to support the PRE Foundation Board and
meetings '

Monitors all PRE budgets; processes requisition requests to order supplies and equipment

Prepares travel requests, submissions and final settlements

Receives charitable gifts made to the PRE Foundation; records gift transactions and prepares appropriate
documentation including tax information, property transfers and gift disposition consistent with organizational policies
Communicates as necessary with donors and internal/external stakeholders regarding gift transactions

Assists with on-air membership campaigns

Maintains accurate records and files to comply with audit information needs

Participates in appropriate committees and task forces as assigned :

Performs other job-related duties and projects as assigned in support of PRE’s and the college’s mission, core values
and goals

MINIMUM QUALIFICATIONS: .

High school diploma or equivalent,

Two (2) years’ professional experience in an office envifonment performing accounting tasks.
Preferred:

Associate’s degree from a regionally accredited institution of higher léaming.

Experience with Allegiance and Colleague.

KNOWLEDGE, SKILLS AND ABILITIES:
Knowledge

Intermediate knowledge of accounting principles and practices

Intermediate knowledge of clerical processes and procedures and standard office procedures, practices and equlprnent
Intermediate knowledge of report preparation

Intermediate knowledge of record control and statistical record keeping

Donor communications

Skills

Advanced computer skills and technical proficiency in Microsoft Office applications
Effective verbal, listening and written communications skills

Attention to detail and high level of accuracy

Effective planning, coordination and organizational skills to meet work deadlines
Interpersonal skills with proven ability to work in a team environment

Abilities

Ability to record multiple transactions daily with strong attention to detail and accuracy

Establish and maintain effective working relationships with those contacted in the course of work

Ability to display tact and poise at all times

Ability to learn and perform budget information data entry

Ability to handle confidential information with absolute discretion

Commitment to diversity, equity and inclusion; demonstrated ability to work effectlvely w1th a culturally diverse
workforces, including those with different levels of academic preparation and varying physical and learning abilities,



and sociceconomic levels O : O
APPLICATIONS MAY BE FILED ONLINE AT:
https:/fwww schooljobs.com/careers/cravence/jobs/3711043/accounting-assistant-public-radio-east

800 College Court
New Bern, NC 28562
252-638-7335

hr@cravencc.edu
Position #2022-00083

ACCOUNTING ASSISTANT - PUBLIC RADIO EAST |
MM,

ABOUT CRAVEN COMMUNITY COLLEGE

" Comununity College
Job Details
Company
Craven Community College
Location
New Bem, NC 28562
Job Type
Full Time
Requisition #
2022-00083

Contact Support | Terms of Use | Brivacy Policy

© Copyright 2022 Futures Inc. All rights réserved. £ Xin RO Ry
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Accounting Assistant - Public Radio East (REPOST)

Accounting Assistant - Public Radio East (REPOST)
Employer

Craven Community ‘College

800 College Court

New Bern, NC 28562

Phone: 252-638-7200

Job Location

Craven Community College
4

800 College Court
New Bern, NC 28562

Salary/Grade
$35,000-$37,000/ annually
Benefits

Full Time Benefits

Job Category
Application Period :

Opens: Tuesday, September 6 2022
Closes: Tuesday, November 1, 2022
Target Start Date

Tuesday, November 1, 2022
Expected Work Hours

40 hours

Reports to

General Manager, Public Radio East
Employment Type

Full Time

Minimum Qualifications



High school diploma or equivalelb O

Two (2) years’ professional experience in an office environment performing accounting tasks.

Preferred Qualifications

Associate’s degree from a regionally accredited institution of higher learning.

Experience with Allegiance and Colieague.

Position Description

Accoun'ting Assistant - Public Radio East

SALARY:$35,000.00 - $37,000.00 Annually

DIVISION:Administration

DEPARTMENT; Public Radio East

OPENING DATE:09/06/22

CLOSING DATE:Continuous

OCCUPATIONAL SUMMARY:

The Accounting Assistant for Public Radio East is responsible for performing a wide range of
technical, administrative, accounting and project support tasks in a fast-paced broadcasting
atmosphere. This. requires completion of clerical financial duties related to the processing,
preparation and maintenance of financial, accounting and-statistical records; receiving, rev&ewmg,
verifying and processing a wide range of financial and accounting-related documents; preparing
and maintaining financial reports and records; and performing related work as assigned. This
position serves as primary point of administrative contact for internal and external customers of
Public Radio East and the Public Radio East Foundation Board.

ESSENTIAL DUTIES & RESPONSIBILITIES:

Provides excellent customer service and assistance to internal and external customers through
walk-in, telephone and email -

Performs accounting functions for all monetary transactions to PRE on a daily basns,
maintaining an accurate record of funds and general ledger distribution within the database
Receives, records, reconciles and reports transactions timely and accurately on behalf of PRE;
managing Allegiance software to ensure workflow and status updates

Prepares monthly PRE financial reports and réconciles data between Allegiance software and
the college’s Colleague system ‘

Enters orders, maintains accounts, creates bills, and maintains logs for underwrltmg
announcements in Visual Traffic software :

Schedules, organizes and attends PRE Foundatlon Board meetings; takes, prepares and
publishes minutes

Prepares flnanCIa! materials in coordination with FlnanCIaI Services to support the PRE
Foundation Board and meetings

Monitors all PRE budgets; processes requisition requests to order supplies and equipment
Prepares travel requests, submissions and final settlements



* Receives charltable gifts made to the PRE Foundation; records gift transactions and prepares
appropriate documentationwicluding tax information, propeerransfers and gift disposition
consistent with organizational policies

*» Communicates as necessary with donors and mternal/externa[ stakeholders regarding gift
transactions

*» Assists with on-air membership campaigns

* Maintains accurate records and files to comply with audit information needs

» Participates in appropriate committees and task forces as assigned’

* Performs other job-related duties and projects as assigned in support ‘of PRE’s and the
college’s mission, core values and goals .

MINIMUM QUALIFICATIONS:

High school diploma or equivalent.

Two (2) years’ professional experience in an office en'ifironment performing accounting tasks.
Preferred:

Associate’é degree from a regionally accredited institution of higher Iear,n.ing.

Experience \{vith Allegiance and Colleague.

KNOWLEDGE, SKILLS AND ABILITIES::

Knowledge

+ Intermediate knowledge of accounting principles and practices

* Intermediate knowledge of clerical processes and procedures and standard office procedures,
practices and equipment

» Intermediate knowledge of report preparation -

. Intermedaate knowledge of record control and statlstlcal record keeping

¢ Donor communlcatlons

Skills

Advanced computer skills and technical proficiency in Microsoft Office applications
Effective verbal, listening and written communications skills
Attention to detail and high level of accuracy

Effective planning, coordination and organizational skills to meet work deadlines
* Interpersonal skills with proven ability to work in a team environment

+

Abilities
. Ablllty to record multiple transactlons daily with strong attention to detail and accuracy
- » Establish and maintain effective workmg relationships with those contacted in the course of
~work
* Ability to display tact and poise at all tlmes
* Ability to [earn and perform budget information data entry
* Ability to handle cornfidential information with absolute discretion



* Commitment to diversity, epuity and inclusion; demonstrated ability to work effectively with a
culturally diverse workforc-egincluding those with different Iegls of academic preparation and
varying physical and learning abilities, and socioeconomic levels '

APPLICATIONS MAY BE FILED ONLINE AT:
https [[www.gchooljobs com/careers/cravencchobslS?11043/accountlng-ass:stant-

public-radio- -east

800 College Court
.New Bern, NC 28562
252-638-7335

hr@cravencc.edu

Position #2022-00083
ACCOUNTING ASSISTANT PUBLIC RADIO EAST
MM

How to Apply

APPLICATIONS MAY BE FILED ONLINE AT
https://www.schooljobs. com[careers[cravencc[;obs[3711043[accountmg-asglstant-
public-radio-east

Job Post Contact
Craven Community College

For Colleges
For_Students

Jobs
Directory
Contact Us
ALY R Y Ty 200 West Jones Streex |
Lo K I,_--f‘ o rSeanps e Raleigh, North Carolina 27603
P ) L ‘|:. Iﬂ I_l nlesy  919-807-7100 | View Mailing_Address | Contact Us
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_ ¥ * Facebook - o
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Marie Mynster

From: Marie Mynster
Sent: Tuesday, September 6, 2022 2:23 PM
To: reeshema.walker@nccommerce.com; muravsky@usme.mil; patrice.bryant@usmc.mil;
ranza.thurman@usmec.mil; lisa temple@dhhs nc.gov; terris.lovelle@dhhs.nc. gov
_ Subject: Position Vacancy at Craven Communlty College

Good afternoon,

The Human Resources office would l1ke to announce that the college is currently recruiting for the
following full-time regular position: .

Atco.untinq Assistant—Public Radio East

Please click on a link above to see the Job Description. Anyone interested in applying, please go to
- the Employment Opportunities link of the college's Web site or our Job Opportunities site on
NEOGOV

We would appreciate your passing this information along to anyone you may know that would be -
interested

In add1t1on, please remember to check our Adjunct Facultv and Temporary Staff Position needs
often, as they frequently change.

Should you have any questions or need additional information, please feel free to contact the
Human Resources office at extension X7335 (Marie). -

Warie Wyvster

HR Specialist .

Craven Community College-New Bern Campus

252-638-7335

FAX: 252-672-7516

mynsterm@cravence.edu

Fall/Winter/Spring Hours: Monday-Thursday from 8 a.m.-5:30 p.m and Friday from & a.m. —2:30p.m.
Come work with us: CCC Employment —~ Job Opportunities
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Marie Mynster

From: Marie Mynster

Sent: Tuesday, September 6, 2022 2:22 PM

To: CCC Everyone

Subject: Position-Vacancy at Craven Gommunity College

Good afternoon,

The Human Resources office would like to announce that the college is currently recruiting for the
following full-time regular position:

Accounting.Assistant-Public Radio East

Please click on a link above to see the Job Description. Anyone interested in applying, please go to
the Employment Qpportunities link of the college’s Web site or our Job Opportunities site on
NEOGOV.

We would appreciate your passmg this information along to anyone you may know that would be
interested.

In addition, please remember to check our Adjunct Faculty and Temporary Sfaff Position needs
often, as they frequently change.

Should you have any questions or need additional information, please feel free to contact the
Human Resources office at extension.X7335 (Marie).

WMarie Wynster

HR Specialist

Craven Community College-New Bern Campus

252-638-7335

. FAX: 252-672-7516

mynsterm@cravencc.edu _

Fall/Winter/Spring Hours: Monday-Thursday from 8 a.m.-5:30 p.m and Friday from 8 a.m. —2:30 p.m.
Come work with us: £CC Employment — Job Opportunities

CRAVEN




O CRAVEN COMMUNIQCOLLEGE-
invites applications for the position of:

Accounting Assistant - Public Radio
- East (REPOST)

1

SALARY: $35,000,00 - $37,000.00 Annually

DIVISION Administration
DEPARTMENT: Public Radio East
OPENING DATE: 09/06/22
CLOSING DATE: Contiriuous

OCCUPATIONAL SUMMARY:

The Accounting Assistant.for Public Radio East is responsible for performing a wide range of
technical, administrative, accounting and project support tasks in a fast-paced broadcastlng
atmosphere..This requires completion of clerical financial duties related to the processmg,
preparation and maintenance of financial, accounting and statistical records; receiving,
reviewing, verifying and processing a wide range of financlal and accounting-related documents;
preparing and maintaining financial reports and records; and performing related work as
assigned. This position serves as primary point of administrative contact for internal and external
customers of Public Radio East and the Public Radio East Foundation Board.

ESSENTIAL DUTIES & RESPONSIBILITIES:

» Provides excellent customer service and assistance to internal and external customers
through walk-in, telephone and email

» Performs accounting functions for all monetary transactions to PRE on a daily basis,
maintaining an accurate record of funds and general ledger dlstnbutlon within the
database

» Receives, records, reconciles and reports transactlons timely and accurateiy on behalf of
PRE; managing Allegiance software to ensure workflow and status updates

« Prepares monthly PRE financial reports and reconciles data between Allegiance software
and the college’s Colleague system

« Enters orders, maintains accounts, creates bills, and maintains logs for underwriting
announcements in Visual Traffic software

» Schedules, organizes and attends PRE Foundation Board meetings; takes prepares and
publishes mlnutes

+ Prepares financial materials in coordination with Financial Services to support the PRE
Foundation Board and meetings

+ Monitors all PRE budgets; processes requisition requests to order supplies and equipment

+ Prepares travel requests, submissions arid final settlements

* Receives charitable gifts made to the PRE Foundation; records gift transactions and °
prepares appropriate documentation including tax information, property transfers and gift
disposition consistent with organizational policies

« Communicates as necessary with donors and internalfexternal stakeholders regarding gift

-. fransactions

» Assists with on-air membership campaigns ,

« Maintains accurate records and files to comply with audit information needs

« Participates in appropriate committees and task forces as assigned



» Performs other job-related duties and projects as assignéd in sunport of PRE's and the
college’s mission, values and goals d’

MINIMUM QUALIFICATIONS: -

High school diploma or equivalent,

Two (2) years’ professional experience in an office environment performing accounting tasks.

Preferred: ' : S
Associate’'s degree from a regionally accredited institution of higher learning.

Experience with Allegiance and Co'IIeague.

KNOWLEDGE, SKILLS AND ABILITIES:

Knowledge

+ Intermediate knowledge of accounting principles and practices

» Intermediate knowledge of clerical processes and procedures and standard office
procedures, practices and equipment :

« Intermediate knowledge of report preparation

- Intermediate knowledge of record control and statistical record keeping

« Donor communications

" Skills

Advanced computer skills and technical proficiency in Microsoft Office applications
Effective verbal, listening and written communications skiils

‘Attention to detall and high level of accuracy

Effective planning, coordinaiion and orgamza’uonal skllls fo meet work deadiines
Interpersonal skills with proven ability to work in a feam environment

Abilities

« Ability to record multiple transactions daily with strong attention-to detail and accuracy
« Establish and maintain effective working relationships with those contacted in the course
of work

« Ability to display tact and poise at a]! times
« Ability to learn and perform budget information data entry
+ Ability fo handle confidential information with absolute discretion
« Commitment to diversity, equity and inclusion; demonstrated ability to work effectively with.
a culturally diverse workforces, including those with different levels of academic
preparation and varying physical and learning abilities, and sociceconomic levels
APPLICATIONS MAY BE FILED ONLINE AT Position #2022-00083
http:/fwww.cravence.edy ACCOUNTING ASSISTANT - PUBLIC RADIO EAST
: (REPOST)
800 College Court . : MM

New Bern, NC 28562
252-638-7335



hr@cravence,edu O
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Marie Mynster

From: . Raymond Staats )

Sent: Tuesday, September 6, 2022 1:12 PM

To: Jim Millard; LIST Personnel Changes

Cc: Ben Donnelly

Subject: RE: Request to Advertise - Accounting Assistant - PRE
Aﬁproved.

Dr. Ray Staats
Presldent

QJ&:W

mmmw sLEbE

B
=

800 College Court
New Bam, NC 28562
(252) 638-7201

From: Jim Millard <millardj@cravencc.edu>

Sent: Tuesday, September 6, 2022 12:52 PM :

To: LIST Personnel Changes <LIST-Personnel- ChangES@cravencc edu>; Raymond Staats <staatsr@cravencc.edu>
Cc: Ben Donnelly <donnellyb@cravence.edu>

Subject: Request to Advertise - Accounting Assistant - PRE

Good afternoon sir,

1 respectfully request permission to advertise for the following full-time position:

Accounting Assistant - PRE )

The jOb descrlptlon and title have been updated from Senior Administrative Assistant - PRE, and this positian will
replace Ellen Wilkinson who recently resigned. The szlary range for this position is $35,000.00 to $37,000.00. The
vacancy announcement and job description are on file In HR. The advertisement will be posted until filled.

Thank you for your consideration of this request. --Him
Very Respectfully,

Jim Millard
Vice President for Administration
Chief Financial Officer

5 CRAVEN|

»

Brock Building, Suite 223
800 College Court,
Mew Bern, NC 28562




Development Co-ordinator
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Marie Mynster

From: Denise Salerno

Sent: _ Monday, September 12, 2022 11:25 AM
To: Marie Mynster

Subject: Development Coordinator- PRE

Search committee for the Development Coordinator- PRE

Jennifer Erlitz, Chair
Jared Brumbaugh
Kisha Simpson

Denise Salerno, SPHR

Executive Director of Human Resources
Craven Community College

800 College Court

New Bern, NC 28562

252-638-7225 (p)

252-672-7516 (f)
salernod@cravence.edu
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Marie Mynster

i I I .
From: Marie Mynster
Sent: Monday, August 22, 2022 10:40 AM
To: CCC Everyone _
Subject: Position Vacancy at Craven Community College

Good ‘mofrning,

The Human Resources office would like to announce that the college is currently recruiting for the
following full-time regular position: :

Development Coordmator Pubhc Radio East

Please click on a link above to see the Job Description. Anyone interested in applying, please go to
the Employment Opportumtles link of the college's Web site or our Job Opportunities site on
NEQGOV, .

We would appreciate your passing this information along to anyone you may know that would be
interested.

In addition, please remember to check our Adjunct Faculty and Temporary Staff Position needs
often, as they frequently change.

Should you have any questions or need additional information, please feel free to contact the '
Human Resources office at extension X7335 (Marie). :

Warie WMyuster

HR Specialist -

Craven Community College-New Bern Campus

252-638-7335

FAX: 252-672-7516

mynsterm@cravencc.edu

Fall/Winter/Spring Hours: Monday-Thursday from 8 a.m.-5:30 p.m and Friday from 8 a.m. - 2:30 p.m.
Come work with us: CCC Employment — Job Opportunities




& >

Marie Mynster

I I I
From: . Marie Mynster
Sent: : " Monday, August 22, 2022 10:40 AM
To: reeshema.walker@nccommerce.com; muravsky@usmc.mil; patrice.bryant@usme.mil;
_ ranza.thurman@usmec.mil; lisa.temple@dhhs.nc.gov; terris.lovelle@dhhs.nc.gov
Subject: Position Vacancy at Craven Community College

‘Good morning,

The Human Resources office would like to announce that the college is currently recruiting for the
following full-time regular position:

Development Coordinator - Public Radio East

Please click on a link above to see the Job Description. Anyene interested in applying, please go to
the Employment Opportunities.link of the college's Web site or our Job Opportunities site on
NEOGOV. ' :

We would appreciate your passing this information along to anyone you may know that would be
interested. . '

In addition, please remember to check our Adjunct Faculty and Temporary Staff Position needs
often, as they frequently change.

Should you have any questions or need additional information, please feel free to contact the
Human Resources office at extension X7335 (Marie). c

Warie Wynster

HR Specialist

Craven Community College-New Bern Campus

252-638-7335

FAX: 252-672-7516

mynsterm@&cravence.edu o

Fall/Winter/Spring Hours: Monday-Thursday from 8 a.m.-5:30 p.m and Friday from 8 a.m. — 2:30 p.m.
Come work with us: CCC Employment — Job Opportunities

CRAVEN

-COMMUNITY:COELEQGEY . ) - \
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bevelopment Coordinator - Public Radio East

Development Coordinator - Public Radio East
Employer . ‘
Craven Community College -

800 College Court

New Bern, NC 28562

Phone: 252-638-7200

- Job Location )

Craven Commuhity College

800 College Court
New Bern, NC 28562
252-638-7335

Salary/Grade

$39,000 - $42,000 annually
Benefits

Fuil Time Benefits
Job Category
Application Period

Opens: Monday, August 22, 2022
‘Closes: Monday, October 31, 2022
Target Start Date

Monday, October 3, 2022
Expected Work Hours

40 hours

Reports to
General Manager, Public Radio East

hitps:/fjobs.necammunitycolleges.eduldevelopment-coordinator-public-radic-east-0

15



81'22!.22. 10:22 AM Development Coort‘iinator-.Publlc Radio East ]| NC Community Colleges Jobs
Employment Type O O '
Full Time _ -
Minimum Qualifications

Bachelor's Degree from a regionally accredited institution of higher learning.

Four (4) years’ experience in non-profit fundraising OR a combination of education and qualifying
professional experience that would provide the skills, knowledge, and ability needed to fulfill the
duties assigned to the position.

Valid NC Drivers' License.
Preferred Qualifications

Experience utilizing membership database software (Allegianceé) and listener database (Arbitron).
General understanding of higher education organizational structure and poliéies/procedures.
)] f .

Position Description

Developn‘{ent Coordinator - Public Radio East
SALARY:$39,000.00 - $42,000.00 Annually
DIVISION:Administration

DEPARTMENT: Public Radio East

OPENING DATE:08/22/22

CLOSING DATE:Continuous:

 OCCUPATIONAL SUMMARY:

The Development Coordinator - Public Radio East is responsibie for the execution and.monitoring of
all fundraising and membership development strategies for PRE. This position is also responsible fol
providing high-quality member stewardship through maintaining the Public Radio East databases,
prompt and accurate donation processing and retrieval of processed data, and delivery of service
and member engagement that reflects PRE’s mission, values and standards.

ESSENTIAL DUTIES & RESPONSIBILITIES:

+ Develops, plans, and implements fundraising and marketing strategies
and integrated fundraising efforts, at the direction of the General Manager,
designed to meet the financial objectives of the Publif:_Radio East Networks using industry
best practices, statistical data, and market-based research

» Researches, develops, and maintains strategies to improve renewals, upgrades, add gifts, and
new members and execute fund raising efforts using a variety of methods including mail,
Web, and outreach to members :

* Develops, implements, and executes pledge drives that focus on the delivery of professmnal
on-air presentations and financially successful programs

* Works closely with the General Manager to provide appropriate financial information,
resources, and development strategies to the Public Radio East Foundation Board of Directors

hitps:/fjobs.nccommunitycolleges.edufdevelopment-coordinalor-public-radio-east-0 o 2/



8/22/22, 10:22 AM Develdpment Coordinator - Public Radio East| N Commun;ty Colleges Jobs

* Works closely with the GeQral Manager to assist in the debopment of income and
expenditures projections for the operational and Foundation annual budgets

* Reviews and follows up pledge receivables to maximize retutn

» Monitors sustainers and follows up as required to retain monthly giving levels

* Manages and executes required Alleglance processes to accurately record financial
trarisactions

. * Segments and properly codes database for fundraising purposes; coordinates, prints and

processes member benefits, fund drive premiums and thank you letters, monthly fundraising
correspondence, pledge reminders, year- end tax rece[pts in accordance with IRS regulations,
and other large volumes of direct mail

» Facilitates all direct mail projects, which includes ensuring the accuracy of the database of
members and orchestrating data entry

» Coordinates with PRE volunteers to process -monthly mailings, mail projects, fund drives, and
office support

« Maintains fiscal year membership goals with regular reports as required by supervisor;
maintains daily cash receipt logs to track all locally generated revenue/income sources;
provides monthly summaries and reports to.the status of membership goals

* Maintains appropriate end of fiscal year reports as required by Craven Communlty College,
The Corporation for Public Broadcasting, auditors and station management

* Works closely with proprietary software vendors for tramlng, instruction and to complete
periodic installation of software updates | '

» Performs other job-related duties and projects as assigned in support of 'PRE Networks and
the College’s mission, core values and goals

MINIMUM QUALIFICATIONS:
Bachelor’s Degree from a regionally-accredited institution of higher learning.

Four (4) years’ experience in non-profit fundraising OR a combination of education and qualifying
professional experience that would provide the skills, knowledge, and ability needed to fulf“ll the
duties assigned to the position.

Valid NC Drivers' License.

Preferred: - .
Experience utilizing membership database software (Alleglance) and listener database (Arbltron)

General understanding of higher education organizational structure and policies/procedures.
KNOWLEDGE, SKILLS AND ABILITIES:
Knowledge

*» Knowledge of FCC and Corporation for Public Broadcasting policies related to non-profit
fundraising and development

« Knowledge of social media, streaming content and website management ‘

* Knowledge of current trends in broadcasting; including technology, programming and
fundraising

*» Knowiedge of business and management principles involved in strategic planning, resource
allocation, leadership techniques, production methods, and coordination of people and

hitps:/jobs.nccommunitycolleges.edufdevelopment-cocrdinator-public-radi io-east-0 . 3)‘5



8/22/22, 10:22 AM } Development Coordinator - Public Radic East | NC Community Colleges Jobs

resources O

Skills

« Demonstrated development experience, on-line giving, on-air fundraising and planned giving

» Advanced computer, technical, and industry tools literacy in word processing, spreadsheets,
fundraising software systems, accounting software, presentation software and field of activity
equipment, software and industry tools

» Excellent organization and prioritization skills with the ability to balance muitiple issues and
projects in a fast-paced environment

Abilities’

» Ability to develop and manage budgets

* Ability to communicate effectively in oral and written form

» Ability to work In and foster, a collaborative and team-oriented work style and environment

» Ability to prepare and maintaln accurate records and reports in conformance with Federal
Communications Commission (FCC) rules and regulations and resolve inaccuracies

* Ability to understand, be sensitive to and respect the.diverse academic, socioeconomic,
cultural, disability and ethnic backgrounds of Craven Community College’s students,
employees and community*

APPLICATIONS MAY BE FILED ONLINE AT:
https:/ /www.schooljobs. com[careers[cravencc[]ob513690296/development-coordmator-

public-radio-east

800 Coliege Court
New Bern, NC 28562
252-638-7335

hr@cra{rencc edu

Position #2022- 00078
DEVELOPMENT COORDINATOR - PUBLIC RADIO EAST
MM

How to Apply

APPLICATIONS MAY BE FILED ONLINE AT:
https://www. §ghooljobs,com[garee[s[cravenccaobs[3§g0296[developmgnt-coordmato:—

public~-radio-east

Job Post Contact
Craven Community College

For Colleges

For Students
Jobs
Directory .

hitps:/#jobs.necommunitycolleges.edu/development-coordinator-public-radic-east-0 4/5
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Development Cocrdinator - Public Radie East | NC Community Colleges Jobs
Contact Us Q

D T ] T 200 West Jones Street
PRy T {— [ l I"_-...‘::-, 'F-“ Raleigh, North Carolina 27603

Rl | : B l—ll- Shieesy 919-807-7100 | View Mailing_Address | Contact Us
CHRHEATIHAE SUELECESD ﬁ‘. Facehook

o Twitter
e YouTube

© 2014-2022

hitps:/fjobs.nccommunitycolieges.edu/development-cogrdinator-public-radic-east-0 &5



News Reporter

{December 1, 2022)
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Position: MMN.S @WW ‘p@téw, .7 Salary Range: %%(ﬂ m 3%1
Ciosing Date; ("ﬂ\ﬁ\ 1Y) ﬂ;}_{,{ﬂ ugh,l E] l lﬂA Start Date of Posmon. U_,J/
Steps: Completign Date

Approval by Presu:!ent to post the position

.

Check with EDHR if the pasition is ready for postingin NEOED

y

Make the Job Jacket

|//

Post position in NEOED

Send out CCC Everyone email

Post position with.various agencies

NCCCS

Email Employment Security

Email MCAS Cherry Point

Email Vocaticnal Rehab

Matchforce

Military Pipeline

Other Speciality Sources

V4
Fd
v/
v/
Ve
/
’
/
—

Update Vacancy Status Table on website and Current Vacancy Status Spreadsheet with Accepting Applications

N

Assign the Job Posting in NEOED to the person screening the applications

I

Begin screening applications as they come in

Put names of those who currently work at the college on the Current Vacancy Status Report

Modify the requistion in NEQED to add committee members, V-P of division, EA to VP

Refer the candidates to the committee

Send Search Committee Appointment email with job posting and Selection Committee Guidelines attached

Update Vacancy Status Table on website and Current Vacancy Status Spreadsheet with In Committee Review

Recejvi list of chosen candidates and interview dates/times from committee

Book room for the interviews

Schedule first level interviews (n NEQED

AR NNAR

Final interview schedule emailed to committee along with interview questions and candidate evaluation forms

N

Update Vacancy Status Table on website and Current Vacancy 5tatus Report to First Level Interview

Receive list of second {evel interview recommendations {memo or emall}

N

Receive all original interview materfals {evaluation forms and interview scripts)

Veterans prefereﬁce candidates sent to the Unit VP

Put second ievel interviewee names in NEOED

Update‘ Vaéancy Status Table on website and Current Vacancy Status Report, to Secand Level interview

Unit VP sends-a request to hire to ListPersonnel

sy N

President approves request to hire

N

Reference checks are conducted on the chosen candidate

Reference checks are reviewed by EDHR (if necessary)

Email is sent to candidate about the evite and further hiring steps °

Criminal background check is i.isued; motor vehicle check is issued if required by position

-

CBC and motor vehicle checks reviewed by EDHR (if necessary)

Update hiring process in NEOED

tssee new hire documents in NECED

Notify second level candidates via phone; make sure VP has taliked to internal second level candidates

[N SN N S

Notify all candidates in OHC (first level interview status and referred status}

Notify all candidates in insight

Mark requistion as filled in NEOED

SN

. |Update Vacancy Status Table on website and Current Vacancy Status Report to Positian Filied
Update Annual Recruiternent Report '

Close out Job Jacket and file

)

Position Accepted By:

Do OB RY

<’
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News Reporter - Public Radio East (REPOST)

News Reporter - Public Radio East (REPOST)
Employer

Craven Community College

800 College Court

New Bern, NC 28562

Phone! 252-638-7200

Job Location '

Craven Corﬁmunity College
800 College Court o
New Bern, NC 28562

Salary/Grade
$36,000-$38,000/Annually
Benefits '
Full Time Benefits

Job Category
Application Period

Opens: Thursday, October 6, 2022
Closes: Thursday, October 6, 2022
Target Start Date

Thursday, October 6, 2022
Expected Work Hours

40 hours

Reports to

General Manager, Public Radio East
Employment Type



Full Time O : ’ O
Minimum Qualifications ‘ '

Associate’s degree in journalism, broadcasting or related field from a regionélly accredited
college or university.

'_ Demonstrable portfolio 6f published articles with strong sense of NPR style reporting.
Defnonstrable record of community engagement and collaboration. |
Valid NC drivers' license. |

Preferred Qualifications

Professional expefrience in journalism.

Media Touch Automation Softwarje experience.

NPR station experlence

Professional experience working with digital editing: Audacity, Audltlon or Pro Tools.
Position Description

News Reporter - Public Radio East

'SALARY:$36,000.00 - $38,000.00

AnnualIyDIVISION:Admin'istration

DEPARTMENT: Public Radio’ East

OPENING DATE:10/06/22

CLOSING DATE: Until Filled

OCCUPATIONAL SUMMARY:

The ‘News Reporter for Public Radio East (PRE) is responsible for preparing spot news, in-
depth news reporting, writing and delivering newscasts and hosting locals breaks as needed,
following the guidelines set by the News Coordinator and General Manager, as well as the
program’s and the College’s mission, and the best practices of public radio. The News
Reporter participates in on=-air fund drives and other station events and serves as backup for
covering air shifts as needed and is committed as part of the “24 hour On-Call” emergency
team, which includes responsibility for routine software maintenance and verification of
programming audio for PRE’s automation system. This position works with PRE staff to.
develop and present timely and creative news progfammirig, has keen understanding of news
and issues relative to the community in which PRE and Craven Community College serves,
and contributes to the overall success of PRE and the Coliege.

ESSENTIAL DUTIES & RESPONSIBILITIES:



¢ Identifies, reseai*ch'es,a@iyzes or interprets events to de@lop and produce spot news
and in-depth reports for all Public Radio East (PRE) stations and online content’in
keeping with PRE and the College’s missions

¢ Conducts investigative mterwews and writes and delivers newscasts opinion columns or
other commentary

e Serves as backup host and voice track talent for PRE News and Ideas

* Generates story ideas and adapts for muitiple platforms

+ Works with the News Coordinator and other members of PRE to engage community
members through PRE News social and engagement channels; monitors social media
forums to identify and report relevant stories to PRE’s audience

» Participates in assigned fund-raising and outreach activities, on air and off

* Participates in appropriate committees and task forces as assigned )

* Performs other job-related duties and projects as assigned in support of PRE’s and the
College’s mission, core values and goals

MINIMUM QUALIFICATIONS:

Associate’s degree in journalism, broadcasting or related field from a regionally accredited
college or university,

Demonstrable portfolio of published -articles with strong sense of NPR style reporting.
Demonstrable record of community engagement and collaboration,
Valid NC drivers' license.

Preferred:
Professional experience in journalism.

Media Touch Automation Software experience..

NPR station experience.

Professional expérienée working with digital editing: Audacity, Audition or Pro Tools.
KNOWLEDGE, SKILLS AND ABILITIES:

Knowledge

" ¢ Public media news programming standards and values
» Broadcast production, web content, news writing and news editing
» Investigative news reporting
* Current trends in broadcasting
* FCC rules and regulations
* Broad knowledge of local and regional issues

Skills

* Compiling and summarizing information into concise editorials, opinion columns or other
commentary



» Effectively engages and Qlaborates with the community | hich PRE serves; in a
variety of settings and populations

* Demonstrated proficiency in the use of computer, technlcal and industry tools including
automation and audio editing software

* Demonstrated proficiency in online research and multimedia production

* Demonstrated proficiency in recogmzmg and recallmg facts and specnﬂcs for reporting,
using various methods and sources

¢ Consistently completes assignments accurately with-attention to detaii

* Effective communication and presentation skills, balances listening and talklng, speaking
and writing clearly and accurately, keeping others informed

* Systematic and dependable planning, coordination and organizational skills and
dependable follow-up

Abilities

*» Work within a live program environment

* Interpret and present information to various audiences

* Use voice effectively for radio

* Meet daily deadlines under potentially stressful conditions

* Maintain objectivity in order to be falr and accurate in the treatment of interviews and
reporting

+ Establish and maintain effectwe working relationships with those contacted |n the course
of work -

+ Handle confidential information with absolute discretion

e Commitment to diversity, equity and inclusion; demonstrated ability to work effectively
with a culturally diverse workforce, including those with different levels of academic.
preparation and varying physical and Iearning abilities, and socioeconomic levels

APPLICATIONS MAY BE FILED ONLINE AT:
https://www.schooljobs. com[careerg[cravencc[]obs[3253567[news-reporter-p Ilg-

radio-east

800 Coliege Court
New Bern, NC 28562
252-638-7335

hr@cravencc.edu

Position #2022-00088
NEWS REPORTER - PUBLIC RADIO EAST

MM
‘How to Apply

APPLICATIONS MAY BE FILED ONLINE AT: _
https: / /www.schooljobs.com/careers/cravencc/jobs /3753567 /news-reporter-public-

radio-east .
Job Post Contact
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CRAVEN

News Reporter - Public Radio East

Craven Community College
Apply Now |

JOB DESCRIPTION

News Reporter - Public Radio East

SALARY: $36,000.00 - $38,000.00 Annually

DIVISION: Administration

DEPARTMENT: Public Radio East

OPENING DATE: 10/06/22

CLOSING DATE: Until Filled

OCCUPATIONAL SUMMARY:

The News Reporter for Public Radio East (PRE) is rcsponsﬂ)le for preparing spot news, m—depth news
reporting, writing and delivering newscasts and hosting locals breaks as needed, followmg the guidelines set by
the News Coordinator and General Manager, as well as the program’s and the College’s mission, and the best -
practices of public radio. The News Reporter participates in on-air fund drives and other station events and
serves as backup for covering air shifts as needed and is committed as part of the “24 hour On-Call” emergency
team, which includes responsibility for routine software maintenance and verification of programming audio for
PRE’s automation system. This position works with PRE staff to-develop and present timely and creative news

programming; has keen understanding of news and issues relative to the community in which PRE and Craven -

Community College serves, and contributes to the overall success of PRE and the College.

ESSENTIAL DUTIES & RESPONSIBILITIES:

Identifies, researches, analyzes or interprets events to develop and producc spot news and 1n-depth reports for all
Public Radio East (PRE) stations and online content in keeping with PRE and the College’s missions

Conducts investigative interviews and writes and delivers newscasts, opinion, columns or other commentary

-



' <

Serves as backup host and voice tra®x talent for PRE News and Ideas

Generates story 1deas and adapts for multiple platforms '

Works with the News Coordinator and other members of PRE to engage community members through PRE
News social and engagement channels; monitors social media forums to identify and report relevant stories to
PRE’s audience . :

Participates in assigned fund-raising and outreach activities, on air and off

Participates in appropriate committees and task forces as assigned

Performs other job-related duties and projects as assigned in support of PRE’s and the College’s mission, core
values and goals

MINIMUM QUALIFICATIONS: -

Associate’s degree in journalism, broadcasting or related field from a regionally accredited college or university.

Demonstrable portfolio of published articles with strong sense of NPR stylé reporting.
Demonstrable record of community engagement and collaboration.
Valid NC drivers' license.

Preferred:
Professional experience in journalism.,

Media Touch Automation Software experience.
NPR station experience.

- Professional experience working with digital editing: Audacity, Audition or Pro Tools.
KNOWLEDGE, SKILLS AND ABILITIES:

Knowledge

Public media news programming standards and values

Broadcast production, web content, news writing and news editing

Investigative news reporting

Current trends in broadcasting

FCC rules and regulations

Broad knowledge of local and regional i issues

Skills
Compiling and summarizing information into concise editorials, opinion columns or other commentary
Effectively engages and collaborates with the community in which PRE serves; in a variety of settings and

- populations
Demonstrated proficiency in the use of computer, technical and industry tools including aittomation and audio
editing software -
Demonstrated proficiency in online research and multimedia production
Demonstrated proficiency in recognizing and recalling facts and,specifics for reporting, using various methods
and sources ,
Consistently completes assignments accurately with attention to detail
Effective communication and presentation skills, balances listening and talking, speaking and writing clearly
and accurately, keeping otheis informed
Systematic and dependable planning, coordination and organizational skills and dependable follow-up

Abilities

Work within a live program environment

Interpret and present information to various audiences
Use voice effectively for radio

Meet daily deadlines under potentiaily stressful conditions



Maintain objectivity in order to be@ir and accurate in the treatment of inteQws and reporting

Establish and maintain effective working relationships with those contacted in the course of work

Handle confidential information with absolute discretion

Commitment to diversity, equity and inclusion; demonstrated ability to work effect1vely w1th a culturally diverse
workforce, including those with different levels of academic preparation and varying physical and learning
abilities, and socioeconomic levels

APPLICATIONS MAY BE FILED ONLINE AT:
https://www.schooljobs.com/careers/cravence/jobs/3733567/news-reporter-public-radio-east

800 College Court
New Bern, NC 28562
252-638-7335

hr@cravencc.edu

Position #2022-00088
NEWS REPORTER - PUBLIC RADIO EAST

ABOUT CRAVEN COMMUNITY COLLEGE

Community College

Job Details

Company

Craven Community College
Location

New Bern, NC 28562

Job Type

Full Time

Requisition #

2022-00088

Contact Support | Terms of Use | Privacy Policy,

© Copyright-2022 Futures Inc. All rights reserved. f Tin R R
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Marie Mynster

m— —
From: Marie Mynster
Sent: Thursday, October 6, 2022 4:05 PM
To: 4 reeshema.walker@nccommerce.com; muravsky@usme.mil; patrice. bryant@usmc mil;
ranza.thurman@usmc.mil; lisa.temple@dhhs.nc.gov; terris.lovelle@dhhs.nc.gov
Cc: : Marie Mynster
Subject: Position Vacancy at Craven Community College

Good afternoon, '

The Human Resources office would like to announce that the college is currently recruiting for the
following full-time regular position:

“News Reporter - Public Radio East (Repost)

Please click on a link above to see the Job Description. Anyone interested in applying, please go to
the Employment Opportunities link of the college's Web site or our Job Opportunities site on
NEQOGOV. '

’

We would appreciate your passing this lnformatlon along to anyone you may know that woutd be
interested.

In addition, please remember to check our Adjunct Faculty and Temporary Staff Position needs
often, as they frequently change.

Should you have any questions or need additional information, please feel free to contact the
Human Resources office at extension X7335 (Marie).

Warie Mynster

HR Specialist

Craven Community College-New Bern Campus

252-638-7335 -

FAX: 252-672-7516

mynsterm@cravencc.edu

Fall/Winter/Spring Hours: Monday-Thursday from 8 a.m.-5:30 p.m and Frlday from 8 a.m. —2 30 p.m,
Come work with us: CCC Employment — Job Opportunities

Please do not include and personally identifying information {PIl), such as Tax
Documents and/or Social Security cards/numbers.




- o

Marie Mynster :
y N A A _ I
From: Marie Mynster
Sent: Thursday, October 6, 2022 4:03 PM
To: ' CCC Everyone
Subject: P05|t|on Vacancy at Craven Commumty College

Good afternoon,

The Human Resources office would like to announce that the college is currently recruiting for the
following full-time regular position:

News Reporter - Public Radio East ( Repbst)

Please click on a link above to see the Job Description. Anyone interested in applying, please go to
the Employment Opportunities link of the college's Web site or our Job Opportunities site on
NEOGOV.

We would appreciate your passing this information along to anyone you may know that would be
interested.

In addition, please remember to check our Adjunct Faculty and Temporérv Staff Position needs
often, as they frequently change.

Should you have any questions or need additional information, please feel free to contact the
Human Resources office at extension X7335 (Marie).

Warie Wynster

HR Specialist

Craven Community College-New Bern Campus

252-638-7335

FAX: 252-672-7516

mynsterm@cravencc.edu

Fall/Winter/Spring Hours: Monday-Thursday from 8 a.m.-5:30 p.m and Friday from 8 a.m.~2:30 p.m,
Come work with us: CCC Employment — Job Opportunities

Please do not include and personallv identifying lnformatlon (P1l), such as Tax
Documents and/or Social Security cards/numbers




CRAVEN

- COMMURITY EDLLEGES

«

CRAVEN COMMUNITY COLLEGE-
invites applications for the position of:

News Reporter - Public Radio East

SALARY:
DIVISION:

" DEPARTMENT:
OPENING DATE:
CLOSING DATE:

$36,000.00 - $38,000.00 Annually
Administration

Public Radio East

10/06/22

: Contlnuous

ocCcCu PATIO NAL SUMMARY:

The News Reporter for Public Radio East (PRE) is responsible for preparing spot news, in-depth
news reporting, writing and delivering newscasts and hosting locals breaks as needed, following
the guidelines set by the News Coordinator and General Manager, as well as the program’s and
the College’s mission, and the best practices of public radio, The News Reporter participates in
on-air fund drives and other station events and serves as backup for covering air shifts as '
needed and is committed as part of the “24 hour On-Call” emergency team, which includes
responsibility for routine software maintenance and verification of pregramming audio for PRE's
automation.system. This position works with PRE staff to develop and present timely and
creative news programming; has keen understanding of news and issues relative to the
community in which PRE and Craven Community College serves, and-contributes to the overall
success of PRE and the College.

ESSENTIAL DUTIES & RESPONSIBILITIES:

« Identifies; researches, analyzes or interprets events to develop and produce spot news
and in-depth reports for all Public Radio East.(PRE) stations and online content in keeping
with PRE and the College's missions

« Conducts investigative interviews and writes and delivers newscasts opinion columns or

- other commentary

» Serves as backup host and voice track talent for PRE News and Ideas

« Generates story ideas and adapts for multiple platforms

« Waorks with the News Coordinator and other members of PRE to engage community
members through PRE News social and engagement channels; monitors social media
forums to identify and report relevant stories o PRE’s audience

« Participates in assigned fund-raising and outreach activities, on air and off

« Participates in appropriate committees and task forces as a55|gned

-« Performs other job-related duties and projects as assigned in support of PRE’s and the
College’s mission, core values and goals

MINIMUM QUALIFICATIONS:

Associate's degree in journalism, broadcasting or related field from a regidnally accredited
college or unjversity,



Demonstrable pertfolio of Qlished articles with strong sense of NPRQ/Ie reporting.

Demonstrable record of community engagement and collaboration.

Valid NC drivers' license.

Preferred:
Professional experience in journalism.

Media Touch Autormation Software experience.

NPR station experlence

1

Professional experience worklng with digital edrtmg Audacrty Audmon or Pro Tools.

KNOWLEDGE, SKILLS AND_ABiLITIES:

Knowledge ' ' A

Skitls

Public media news programming standards and values

Broadcast production, web content, news writing and news editing
Investigative news reporting

Current trends in broadcasting

FCC rules and regulations

Broad knowledge of local and regional issues

Compiling and summarizing infermation into concise editorials, opinion columns or other
commentary

Effectively engages and collaborates with the community in which PRE serves; in a variety
of settings and populations

Demonstrated proficiency in the use of computer technical and industry tools including-
automation and audio edltlng software

Demonstrated proficiency in online research and multimedia productlon

Demonstrated proficiency in recognizing and recalling facts and specifles for reporting,
using various methods and sources

Consistently completes assignments accurately with attention to detail

Effective communication and presentation skills, balances listening and talkrng speakrng
and writing clearly and accurately, keeping others informed

Systematic and dependable planning, ¢oordination and organizational Skll]S and
dependabie follow-up

Abilities
» Work within a live program environment

Interpret and présent information to various audiences

Use volice effectively for radio

Meet daily deadlines under potentially stressful conditions

Maintain objectivity in orderto be fair and accurate in the treatment of interviews and
reporting

Establish and maintain effective working relatlonshlps with those contacted in the course
of work

Handle confidential information with absolute discretion _

Commitment to diversity, equity and incluslon; demonstrated ability to work effectively with
a cuiturally diverse workforce, including those with different levels of academic preparation
and varying physical and learning abilities, and socioeconomic levels

APPLICATIOD:IS MAY BE FILED ONLINE AT: ' Position #2022-00088



http://www.cravence.edu O NEWS‘OPORTER - PUBLIC RADIO EAST
: MM

‘800 College Court
New Bern, NC 28562
252-638-7335

" hr@cravencc.edu
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Marie Mynster -
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From: Raymond Staats
Sent: Thursday, October 6, 2022 3:01 PM
To: Jirn Millard; LIST Personnel Changes
Cc: Ben Donnelly; Jared Brumbaugh
Subject: RE: Failed Search PRE News Reporter - Request to Advertise-"Open Until Filled”
Approved.

Dr. Ray Staats
President

800 College Court
New Bam, NG 28562
(252) 638-7201

From: lim Millard <millardj@cravencc.edu>
Sent: Thursday, October 6, 2022 1:25 PM )
To: Raymond Staats <staatsr@cravencc.edu>; LIST Personnel Changes <LIST-Personnel-Changes@cravencc.edu>
Cc: Ben Donneily <donnellyb@cravencc.edu>; Jared Brumbaugh <brumbauj@cravencc.edu>

Subject: Failed Search PRE News Reporter - Request to Advertise "Open Until Filled”

Good afternoon sir,

" The search for the News Reporter- PRE position did not yield any qualified candidates. [ respectfully request permission
to fail this search and to re-advertise: :

News Reporter - PRE
This is not a new position and will replace Annette Weston-Riggs who was promoted to News Coordinator - PRE, The

salary range for this position is $36,000.00 to $38,000.00. The vacancy announcement and job description are on file in
HR. With approval, the advertisement will be posted as “Open Until Filled.”

Thank you for your consideration of this reguest. --Jim
Very Respectfully,
Jim Millard

Vice President for Administration
Chief Financial Officer

ﬁ Xy
48 4 L AR AT ULLLDE

Brock Building, Suite 223
800 College Court



New Bern, NC 28562
(252) 638-7266



Attachment D



JOB FAIR

TUESDAY, NOVEMBER 8
10am-1pm

New Bern National Guard Armory

301 Glenburnie Drive
New Bern, NC 28562

Wol‘ks Auxiliary aids and services are available upon request for

mecienee iNAividuals with disabilities. Committed equal opportunity
employer/program.



MARCH 29, 2023

10AM - 3PM

RIVERFRONT CONVENTION CENTER
OF CRAVEN COUNTY
203 SOUTH FRONT STREET, NEW BERN

Mam| Open to the Public

| For more re information, contact Reeshema Walker, NCWorks Craven Manager]
T e Call: (252) 514-4828 Ext. 237 or ¢
Bmall reeshema.walker@commerce.ne.gov |
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2023 EMPLOYER REGISTRATION FORM

Date: (Weédnesday, March 29, 2023

Time: 10am-11lam | Open to High School Students & Military Service Members
Time: 11am-3pm | Open to the Public
Location: Riverfront Convention Center of Craven County, 203 Front Street, New Bern

{Form submission deadline: Friday, March 10, 2023

Our company will:

!I Recruit for current vacancies

m Recruit for future vacancies

[_._| Share information about our company

[i‘ Interview candidates (priority will be given to companies recruiting for immediate vacancies)

Company Name:

Mailing Address:

Telephone: Fax:
Email: Website
Event Contact Person (nametftitle/telephone / email):

Company Representatives. Please list the names and titles of company representatives
attending. Names will be included in the Craven Works packet.

1. Name: Title:
2. Name: Title:

Company Classification:

_ Management/Consultancy | Retail/Distribution
Banking/Finance/Insurance | | Business Services
Computer/IT |:| Construction/Engineering Services
| Health Care |:| Employment Agency
] Education | | Manufacturing
: Media/Communication |7 Transport
E. TravelTourism/Hospitality | Other

For more information, contact Reeshema Walker at {252) 514.4828 or email: reeshema.walker@commerce.nc.gov



HIRING INTERESTS:

Full-time (Unskilled) Full-time (Skilled)
Part-time Temporary
Veterans (Preference) Apprenticeship/Internship

JOB VACANCY LISTING. List the positions currently available and/or future openings your
company would like listed in the Craven Works packet. Attach additional sheets if necessary.

Job Title:

D Currently available l:l Future vacancy
Job Title:

D Currently available D] Future vacancy
Job Title:

D Currently available IL—_l Future vacancy
Job Title:

D Currently available Future vacancy
Job Title:

E Currently available Future vacancy

A standard display area will be provided including (1) &' table and two (2) chairs.
Additional Space Needs:

|:| Electricity |:I Internet Access
]:I Other:

PLEASE NOTE - Companies participating in Craven Works are expected to:

« Actively recruit for existing or future vacancies;
« Take applications and/or resumes;
. Make reasonableefforts to prov1de com any materials at their table; and

RETURN COMPLETED FORM TO: NCWorks Career Center - Craven

OR Attn: Reeshema Walker, Manager
2836 Neuse Blvd.

*_*Forrh submission deadline: 3/10/23%* New Bern, NC 28560

reeshema.walker@commerce.nc.gov

For more information, contact Reeshema Walker at (252) 514-4828 or email: reeshema.walker@commerce.nc.gov



CRAVEN Y 7O F w ________

ALLIANCE OPP FOR SUCCESS|
2023 EMPLOYER REGISTRATION FORM

Date: 2972023

Time: 10am-1llam | Opeh to High School Students & Military Service Members

Time: 1lam-3pm | Open to the Public
Location: Riverfront Convention Center of Craven County, 203 Front Street, New Bern

(EoTTSUBMission:deadling Friday;March 10;72023)

Our company will:

Recruit for current vacancies

Regcruit for future vacancies

Share information about our company

Interview candidates (priority will be given to companies recruiting for immediate vacancies)

Company Name: Craven Community College

800 College Court, New Bern, NC 28562

Mailing Address:

Telephone: 252-638-7335 Fax: 252-672-7516

Email: mynsterm@cravencc.edu Website Www.cravencc.edu/employment
Event Contact Person (nameftitie/telephone / email): Marie Mynster-HR Specialist
see above

Company Representatives. Please list the names and titles of company representatives
attending. Names will be included in the Craven Works packet.

1. Name; Marie Mynster Title: HR Specialist

2. Name: Title:

Company Classification:

| Management/Consultancy I | Retail/Distribution
Banking/FinancefInsurance | | Business Services
|| Computer/IT |:| Construction/Engineering Services
Health Care :| Employment Agency
/ Education Manufacturing
|:| Media/Communication Transport
E Travel/Tourism/Hospitality | Other

For more information, contact Reeshema Walker at (252) 514.4828 or email: reeshema.walker@commerce.nc.gov



HIRING INTERESTS:

/ Full-time (Unskilled) / Full-time (Skilled)
‘/ Part-time J Temporary
/ Veterans {Preference) Apprenticeship/Internship

JOB VACANCY LISTING. List the positions currently available and/or future openings your
company would like listed in the Craven Works packet. Attach additional sheets if necessary.

Job Title: Campus Security Part-time Temporary

Currently available |:| Future vacancy
Job Title: Adjunct Instructors Part-time Temporary

D Currently available Future vacancy

Job Title:

D Currently available D Future vacancy
Job Title:

||:| Currently available \.] Future vacancy
Job Title:

E Currently available Future vacancy

A standard display area will be provided including (1) 8' table and two (2) chairs.
Additional Space Needs:

[:l Electricity |:| Internet Access
| Other:

PLEASE NOTE - Companies participating in Craven Works are expected to:

» Actively recruit for existing or future vacancies;
* Take applications and/or resumes;
L J

Make reasonableefforts to prowde company materials at their table; and

® G

RETURN COMPLETED FORM TO: NCWorks Career Center - Craven

Attn;
reeshema.walker@commerce.nc.gov OR 28t§6 %Zissf;eg?ed\f’\!alker, Manager

. **Form submission deadline: 3/10/23%* New Bern, NC 28560

For more information, contact Reeshema Walker at (252) 514-4828 or email: reeshema,walker@commerce.nc.gov



Date:

Time: 10 am.- 12 p.m.
Location: Craven Community College, 800 College Court, New Bern NC 28562

(Form submission deadline; Friday; April 14,2023}

Our company will:

Recruit for current vacancies

Iil Recruit for future vacancies

Share information about our company

[i Interview candidates (priority will be given to companies recruiting for immediate vacancies)

Company Name: Craven Community College

800 College Court, New Bern, NC 28562

Mailing Address:

Telephone: 252-638-7335 Eax:
Email: mynsterm@cravencc.edu Website Cravencc.edu/employment

Event Contact Person (nameftitie/telephone / email): Marie Mynster, HR Specialist
252-638-7335 mynsterm@cravence.edu

Company Representatives. Please list the names and titles of company representatives
attending. Names will be included in the Craven Works packet.

1. Name; Marie Mynster Title: HR Specialist
2. Name: Title:

Company Classification:

Management/Consultancy | | Retail/Distribution
Banking/Finance/lnsurance | | Business Services
Computer/iT [:] Construction/Engineering Services
Health Care :l Employment Agency
Education Manufacturing

|:| Media/Communication ™|l Transport
TravelfTourism/Hospitality | Other

For more information, contact Reeshema Walker at (252) 514.4828 or email; reeshema.walker@commerce.nc.gov



HIRING INTERESTS:

/ Full-time (Unskilled)
/ Part-time

/ T Veterans (Preference) Apprenticeship/Internship

Full-time (Skilled)

Temporary

AN

JOB VACANCY LISTING.

Job Title:

DI Currently available D Future vacancy
Job Title:

D Currently available Future vacancy
Job Title:

|:| Currently avaitable Ir_—l Future vacancy
Job Title:

D Currently available \i] Future vacancy
Job Title:

E Currently available Future vacancy

A standard display area will be provided including (1) 8' table and two (2) chairs.
Additional Space Needs:

l:l Electricity D Internet Access
|:| Other:

PLEASE NOTE - Companies participating are expected to:

s Actively recruit for existing or future vacancies;
¢ Take applications and/or resumes;
. Make reasonable efforts to prowde company materials at their table; and

RETURN COMPLETED FORM TO:

howarde@cravence.edu

“**Egrm Submission

Deadline: 04/14/23**

For more information, contact Emily Howard at howarde@cravence.edu or 252-514-0562



Date: hur ay

Time: 10 am. - 12 p.m,
Location: Craven Community College, 800 College Court, New Bern NC 28562

...........

Our company will:

Recruit for current vacancies
v

Recruit for future vacancies
Share information about our company

Interview candidates (priority will be given to companies recruiting for immediate vacancies)

Company Name: Craven Community College

Mailing Address: 800 College Court, New Bern, NC 28562

Telephone: 252-638-7335 Fax:
Email; mynsterm@cravencc.edu Website cravencc.edu/employment

Event Contact Person (nameftitle/telephone / email); Marie Mynster, HR Specialist
252-638-7335 mynsterm@cravencc.edu

Company Representatives. Please list the names and titles of company representatives
attending. Names will be included in the Craven Works packet.

1. Name: Marie Mynster Title: HR Specialist

2. Name: Title:

Company Classification:

Management/Consultancy | || Retail/Distribution
B Banking/Finance/Insurance | | Business Services
Computer/IT l:l Construction/Engineering Services
Health Care :l Employment Agency
" Y| Education ]j Manufacturing
Media/Communication Transport
‘E Travel/Tourism/Hospitality | Other

For more information, contact Reeshema Walker at (252) 514.4828 or email: reeshema.walker@commerce.nc.gov



HIRING INTERESTS:

Full-time (Unskilled) Full-time (Skilled)
v
/ Part-time / Temporary

Y/ | Veterans (Preference) | Apprenticeship/Internship
JOB VACANCY LISTING.

Job Title:

D Currently available |:| Future vacancy
Job Title:

D Currently available DI Future vacancy
Job Title:

D Currently available D Future vacancy
Job Title:

D Currently available Future vacancy
Job Title:

[[] Currently available Future vacancy

A standard display area will be provided including (1) 8' table and two {2) chairs.
Additional Space Needs:

|:| Electricity |:| Internet Access
|:| Other:

PLEASE NOTE - Companies participating are expected to:

Actively recruit for existing or future vacancies;
Take applications and/or resumes;

Makereasonable efforts fo prowde company materials at their table; and

RETURN COMPLETED FORM TO:

howarde®cravencc.edu

**Form Submission

‘Deadline: 04/14/23%

For more information, contact Emily Howard at howarde@cravencc.edu or 252-514-0562



works  Veteran’s Day Job Fair works
e Registration Form e
Date: Wednesday, November 8t P03
Time: 10am-1pm - Open to Public

Location: New Bern National Guard Armory, 301 Glenburnie Drive, New Bern
Form submission deadline: Tuesday, October 315t by 5pm
Our compény will:
__ X Recruit for current vacancies
Recruit for future vacancies

Interview candidates (priority will be given to companies recruiting for immediate vacancies)

Company Name: Craven Community College

Mailing Address: 800 College Court, New Bern, NC 28562

Telephone: _252-638-7335 Fax: 252-672-7516

Email: __mynsterm@cravencc.edu__ Website: ____www.cravencc.edu/employment______
Event Contact Person (namefitle/telephone / email):
Marie Mynster, HR Specialist, 252-639-7335, mynsterm@cravence.edu

Company Representatives. Please list the names & titles of company representatives

attending.
1. Name: Marie Mynster, HR Specialist Title:
2. Name: Title:

Company Classification:

Management/Consultancy Retail/Distribution
Banking/Finance/Insurance Business Services
Computer/IT Construction/Engineering Services
Health Care Employment Agency

X Education Manufacturing
Media/Communication Transport
Travel/Tourism/Hospitality Other:

For more information please contact us at: reeshema.walker@commerce.nc.gov or 252.514 4828




HIRING INTERESTS:

Full-time (Unskilled) X Full-time (Skilled)
X Part-time X Temporary
X Veterans (Preference) Apprenticeship/Internship

JOB VACANCY LISTING. List the positions currently available and/or future openings your
company would like listed in the Job Fair packet. Attach additional sheets if necessary.
Will provide by 10/31/2023

Job Title:

Currently available Future vacancy
Job Title:

Currently available :I Future vacancy
Job Title:

Currently available Future vacancy
Job Title:

Currently available Future vacancy
Job Title:

Currently available Future vacancy

This is an indoor event and (1) 6' table and two (2) chairs will be provided.
PLEASE NOTE - Companies participating in Veteran's Day Job Fair are expected to:

* Actively recruit for existing or future vacancies;

o Take applications and/or resumes;

* Make reasonable efforts to provide company materials at their table; and
+ Attend for the entire duration of the event.

RETURN COMPLETED FORM

reeshema.walker@commerce.nc.qov OR NCWorks Career Center - New Bern
Attn: Reeshema Walker
2836 Neuse Blvd.

*Form submission deadline: : New Bern, NC 28560

October 31%t, 2023

For more information please contact us at: reeshema.walker@commerce.nc.gov or 252.514.4828
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Anne CrumE —

From: New Bern Area Chamber of Commerce <tsuhrie+newbernchamber.com@ccsend.com>
Sent: Wednesday, May 03, 2023 8:05 AM

To: Jared Brumbaugh

Subject: [EXTERNAL]: Reminder: eNews Week of May 1, 2023

CAUTION: External email. Do ot click links or open attachm

Proudiy presents the weekly eNewsletter for the New Bern Area Chamber of Commerce
Monday, May 1, 2023

Meeti NJS on the calendar

Coming in May

Chamber
Meeting Lineup
hosted by
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hosted by
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~Vents on the calendar

Coming in April




eWS from our members

Recently Submitted

Chamber
Member News

hosted by

TR

S

insight - Winter 2023

Take a moment to check out the latest
edition of Insight, the New Bern Area
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Chamber

Member Photos

hosted by
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Click here to sign up for exclusive discounts.

[

[x]

i ." i !
[x]
mlr: rr!i"

New Bern Area Chamber of Commerce | 316 5. Front St., New Bern, NC 285632

Unsubscribe jbrumbaugh@publicradiceast.org
Update Profile | Constant Contact Data Notice

Sent by tsuhrie@newbernchamber.com powerad by

R

Try emall marketing for free today!




Anne Crump

From: Jared Brumbaugh <brumbauj@cravencc.edu>

Sent: Monday, September 18, 2023 8:25 AM

To: Ben Donnelly; Caitlin Kuhn

Subject: FW: [EXTERNAL]: eNews Week of September 18, 2023

Our business sponsor ad is in the Chamber’s e-newsletter!

Sent: Monday, September 18, 2023 8:02 AM
To: Jared Brumbaugh <jbrumbaugh@publicradioeast.org>
Subject: [EXTERNAL]: eNews Week of September 18, 2023

|CAUTION: External email. Do not click links or open attachments unless verified.

DUKE
ENERGY.

Proudly presents the weekly eNewsletter for the New Bern Area Chamber of Commerce

s

Monday, September 18, 2023
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Meetings on the calendar

Coming in September

Chamber

Meeting Lineup
hosted by




Events on the calendar

Coming in September

Chamber
Event Lineup
hosted
by




WADE ASSOCIATES

INSURANCE & RISK MANAGEMENT




N eWS from our members

Recently Submitted

Chamber
Member News
hosted by

ZAYTOUN-RAINES




Check it Out!

The New Bern Area Chamber of Commerce is excited to share our NEW website.

Take a moment to click through and discover everything your Chamber has to offer.

el 3 We halp Bininiasses thelf finaniclal goals, j;lCR it i
NEW BERN LI A |

CHAMNLA U CONMEATE
PR

Dimclory v AboutUs v Mombors v WhatsNew v Evenls v Exploro v Economic Development v Membe Login

WELCOME TO THE | T S
New Bern Area
Chamber of

Event Galendar §] .- Join Today

Gommerce

Tha New Bern Area Chomber of Commerce serves o positively cuitivate economic
stabllity for the locat community by portnering with local businesses to promote and
engage its members so they are positioned not only to succeed, but thrive.
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HIw BEAN CHAMBER OF LOMMERCE SEPTEMBER 3200

I N S I G H T Insight - Fall 2023

COMMUNITY & BUSINESS MAGAZINE

Take a moment to check out the latest
edition of Insight, the New Bern Area
Chamber of Commerce Community and
Business Magazine.

st

Hot Deals offer a great way to
promote your goods and services
to the community and it is
absolutely FREE.,

This is good for job openings or
even volunteers needed. Our Job
Posting Tool is a great way to get
the word out and it is FREE.




If you're looking to diversify your marketing plan, the Chamber has a variety of year-
round sponsorship and advertising opportunities designed 'by request’ for our
members. Give your logo the exposure it deserves with our Chambertunities.

Renewing Members Renewing Members




« Carolina Behavioral Heailth and
Wellness

« Computer Services, LLC

« Cotton Funeral Home & Crematory

« GFL Environmental

« Ghent Sandwich Shop

+ Habitat for Humanity of Craven
County NC

+ Hampton Inn Havelock

» Murphy Matza Wealth Management

« New Bern Aesthetic Center — Zannis
Plastic Surgery and Rinnova Spa &
Wellness Center

New Bern Magazine
Paula’s Pizza & ltalian Restaurant
Pinecone Home and Garden Center

» Precious Baby Peek Ultrasound
« Solas Lighting and Design

« S0S Global Express, Inc.

+ Wirthwein New Bern Corporation

New Member

« Bryan Wayne

PhOtOS from members

Chamber
Member Photos

hosted
by

INTERNATIONAL @ PAPER




You're Invited

10




‘Getting People to

Buy From Your Business

The Tune Up Tuesdoy Education Series

Are you looking to boost sales for your local small business?
Do you want to learn effective strategies that drive engagement and conversions?

This comprehensive series of hands-on workshops is designed to help you unlock
the secrets of successful customer acquisition and retention.

You'll walk away with actionable items you can immediately put to use.

-4 Workshops Led by Local Industry Experts

Workshop 1: Understanding Why People Buy (8/1/23)

Discover the key advantage you can use to find and acquire more customers. This - _
* session will show you how to Define & Refine Your Target Audience, Clarify Your Unique
. Selling Proposition, and Create the Perfect Customer Journey. (Presented by: Ed McDonough)

Workshop 2: Content Marketing for Local Businesses (5/12/23)
See firsthand how content marketing can help you establish authority, build
relationships, and attract customers. We'll cover topics like Creating Valuable Content,

Leveraging S‘ocial Media and Measuring Content Success. (Presented by: Brad Pairier)

Workshop 3: Website Desagn for Engagement and Sales (10/3/23)

- . Here you will explore how website design plays a vital role in capturing audlence
attention, enhancing engagement, and ultimately drzvmg in more sales. We’ Il discuss
User Experience, The right type of Call to Action, the best way to Analyze V|S|t0r Data,
and the power of usmg Soc&al Proof {Presented by: Jeremy LeRay) =

Workshop 4 Get More Customers W|th Email Marketmg (11/7123)
Email marketing continues to be the number one source of sales for companies of all
types, yet for most small businesses it remains underutilized. Learn 2 tested approaches
for using ema:i to mcrease your sales every month. (presented by: Ed McDonough)

st
Presented by: C s August ,
New Bern Area Chamber of Commerce : stay M
316 South Front Street, New Bern, NC - Tt
_ g NEW BERN

GCHAMBER OF COMMERCE

Join us for one or all three remaining dates!

11




Space is limited so register today by clicking below

on the fopics that interest you.

Workshop 3: October 3 - Website Design for Engagement and Sales

Workshop 4: November 7 - Get More Customers with Email Marketing

Workshops will be held at the New Bern Area Chamber of Commerce, 316 South Front
Street, from noon to 1:00 pm. Lunch will be served. Pre-registration is required. Limit 20
people per class.

Questions may be directed to Teresa Suhrie

12




The New Bern Area Chamber of Commerce

Request The Pleasure Of Your Company for the
GRAND RE-OPENING CEREMONY FOR

Stanley Steemer

Date: Wednesday, September 20, 2023
Time: 11:00 am

NEW Location: 223 Kale Road, New Bern
Refreshments will be served.

13
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NEW BTRN
e

CHAMBER OF COMMERGE.

1l 2ol
Versar v i Business:

ENJOY CUSTOM TREATS IN ADDITION T0
OUR MORGAN'S BREAKFAST SPREAD.

15




You're Invited \

Request The Pleasure Of Your Company for the
GRAND OPENING CEREMONY FOR

Cavalry Appliance Center &
Highland Business Center

Date: Thursday, September 28, 2023

Time: 3:30 t0 4:30 pm

Location: 1210 Highland Avenue, Suite B, Trent Woods
Refreshments will be served.

BUSINESS
CENTER &
COWORKING
SPACE

16




FRIDAY, OC ER 6, 2023

GATES OPEN AT 5: 30 PM

1' THE GAT.

b%mchamber co

ADVANCE TICKETS $25 /

~ Ticket info / purchase at new

RO RERN, NE

RENEWABLE

AND OUR OTHER SPONSORS
pheath . ennird

coEsTEL aagie COASTALCARQUINA
soatoer  §Blues. M

CHILDREN 12 AND YOUMNGER ARE FEE WITH AN ADULT o
NOQFQDD, TOOLERS, LARGE UMBRELLAS OR WEAPONS. SERVIFE PETS ALLOWED, NG RE ENTRY RAN OR SHH\E NG REFUNCS




You’re Invited \

The New Bern Area Chamber of Commerce™
Request The Pleasure Of Your Company for the

GRAND OPENING CEREMONY FOR
United Real Estate Coastal Rivers

Date: Thursday, October 12, 2023

Time: Celebration 5 to 6 pm, Ribbon Cutting 5:30 pm
NEW Location: 417 Broad Street, Suite C&D, New Bern
Refreshments will be served.

United
\ﬁ
Real Estate

Coastal Rivers

18



You're Invited \

The New Bern Area Chamber of Commerce
Request The Pleasure Of Your Company for the

GRAND OPENING CEREMONY FOR
Creekside Family Eye Care

Date: Thursday, November 2, 2023

Time: 5:30 to 7:30 pm

NEW Location: 200 Waterscape Way, Carolina Colours
Grand Opening and Introduction of two new doctors.
Heavy hors d’oeuvres and drinks will be served.

(‘ CREEKSIDE
BN FAMILY

EYE CARE

19




Chamber Connections
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Uncover the Future of Intelligent Buildings and Wi-Fi

We're thrilled to invite you to our next Drive Forward webinar, Intelligent Buildings and
Innovative Wi-Fi Solutions, hosted by David Knapp, Product Manager at Oberon, a division of
Chatsworth Products, on Thursday, September 21, 2023, at 10:00 a.m, CDT.

During the webinar, we'll delve into the realm of intelligent buildings, where cutting-edge
technology provides energy efficiency, enhances occupant experience, and sustainability.
Additionally, we will discuss the pivotal role of Wi-Fi connectivity as the backbone of
intelligent buildings, along with strategies to overcome challenges such as signal
interference and security concerns.

20




< SPONSOR!

Put your business name in front /A
of 60,000 weekly listeners!

Reach your customers and

potential clients in their homes,

their workplaces, and their cars.

Business sponsors provide an
important source of PRE’s

funding. Pu blic Radio EaSt

BROADCASTING FROM CRAVEN COMMUNITY COLLEGE

On-Air - Radio Sponsorship
Messages Impact

+23% brand awareness
Website +71% reported website visits

a—w./ Advertisement +13% interest in learning more
about sponsor brands

67% of listeners typically listen
Digita[ to sponsorship spots on radio
S p 0 n SO rS h i p *Source: Radio: Live On Air and Everywhere from

NPR and Edison Research

CALL 252-638-3434
FOR MORE INFORMATION

PRE listeners support the businesses that support PRE!

21




SMALL BusiNEss CENTER

CRAVEN COMMUNITY COLLEGE
The Small Business Center at Craven CC
is offering these FREE opportunities to help your business

in AUGUST AND SEPTEMBER
Content Marketing for Your Small Business: How to Develop a Small Business Plan
What's Working Now -ENTREPRENEUR SERIES-
Tuesday August 8",2023 Tuesday September 19*, 2023
4:00p.m.-6:00p.m. 12:00p.m.-2:00p.m
New Bern Campus AMC 102 New Bern Campus AMC 102
New Bern L&L: How Introverted Small Business Keep an eye cut for our upcoming flyer
Owners Can Attract New Clients with our entrepreneur series events.
Wednesday August 16,2023 Attend all required events for a certificate
12:00p.m.~1:30p.m. of attendance! Call or email for more
New Bern Chamber of Commerce details.
Hands-0n Small Business Photography Scan this QR Scan this QR
Tuesday August 22,2023 Code to Register Code to Sign
4:00p.m.-6:00p.m. For Classes Up for Emails

New Bern Campus AMC 102 E
How to Start a Small Business 2
-ENTREPRENEUR SERIES-
Tuesday September 12%, 2023
4:00p.m.-6:00p.m.

New Bern Campus AMC 102

Register: tinyurl.com/cravenccsheevts

Questions? Call: 252-638-1166 Email: she@cravence.edu

22




e Right
i great songs ke ® Lady

Lanceds

Eive Musir. in New Heen sinco 1983,

Willpower", “Soul Man”,and 4 : ‘ dassncalmusnclnfusedwnh
“Walke-up, Little Susie.” R _ rock-star charisma,

Location: Qrringer Auditorium, Craven SN Ty Locailon; Orringer Auditairlurn,
Commaurity College, f Craven Community Cellege,

BODCollege Ct., New Bem, NE ‘ 800 College 1, New bern, NC

CHAPEL HART - SATURDAY, DECEMBER 16, 2023

Golden Buzzer on
“America’s Got Talent.”
:Sweetand southem
country sound with the
soulfut gospel roots.

“Intemationat Group of
theYaai”and “interfa-
tiona] Song of the Yexr”
"= “YouCan Have Him

- |olend"nScatland.

Thisis a DON'T MISS CONCERT!

SPECIAL ATTRACTION

} First. time in Nesw Bem,

2021 CMT's Next
Wormier of Country Music.

Theyhave the incredible -

i power tounlte people of al

natianafities, religions, and:

B wilsoflle.

Locatlon GroverC Fselds Middle Schoaf 2000 Dr Martm Luther I(lng]r B[vd New Ber, NC

CAROLINA STYLE CHORUS THURSDAY FEBRUARY 22 2024

Tickets and more info: www.cravenconcertsinc.org

or call:252-637-1119 or
email: info@cravenconcertsinc.org

@ o r":ﬁn @
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SATURDAY, OCTOBER 7, 2023 | 10AM-5PM

The Filling Station fundraiser

TITLE SPONSOR

S CAROLINALAST % CAROLINAEAST

HEALTE SYSTLM PHYSICIANS
An Affiliate of UNC Health

We are planning an afternoon of good country fun o raise funds
and awarcness of The Filling Station and our community.

WE ARE “FILLING NEEDS”

We will be asking (ot support through voluntary donations.
The event will be held along 10 Mile Fork Road

ACTIVITIES INCLUDE:
Ceranics painting, Things From Yesteryear, a Hay Ride,
Moosical Entertainment, a Walk in the Woods, Farm Animals,
and shopping at ZA.K.’s.

Vistt hilps://(illingstation 1073.com/ or call Karen at 252-635-0828
for more information.

Wt LENOIR 5] (flo P
%:“’““’“ J‘EP | ConsuNTT CoUT ,} :i;ﬁl‘: X
2

LIVE UNITED “ j
P voluntiir o b o y
, R

ck &
A i COAS "f.»'xJﬁ
1RCS flmeas EER SOMNE
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% Habitat for Humanity’

of Craven County, NC

The UpScale ReSale rluction ReSare

WHEN: Friday, November 3, 2023 from 6:00-9:00 pm

WHERE: The Flame Catering & Banguet Center, 2301 Neuse Boulevard, New Bern

WHAT: Fundraiser to support the work of Habitat for Humanity of Craven County
Live Auction / Silent Auction / Entertainment / Cash Bar

TICKETS: $15in advance [ $25 at the door { Purchase at The Habitat ReStore, 930 Pollock
Street, New Bern / 252.633.5512

SPONSORSHIPS: Sponsorships are available ranging from $100 to $1,500 / Packages include a
variety of Benefits / Press & Banner Recognition / Complimentary Tickets /

Contact: Cinda Hill at office@cravencountyhabitat.org

VOLUNTEERS: Volunteers needed on the Auction Committee and Day of Event /
Contact: Buna Cumbie at boumbie@cravencountyhabitat.org

DONATIONS: Donations of Auction Items, Services, and Experiences are welcome and will
be recognized in the catalog and on prometional materials

Contact: Eileen Nonemaker at nonemaker828@gmail.com
AUCTION COMMITTEE: Buna Cumbie, Cinda Hill, Tracey Lilly, Lisa Lioyd, Eileen Nonemaker,
Michael Piraino, Kathy Sciorra, Steve Skeffington and Debra Wynn

Building Strength, Stability and Self-Reliance through Shelter

Habital for Humanity of Craven County
321 Fleet Street, New Bern NC 28562
(252)633-9599

DML SRR
ATy
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st il Mathiot
Futen ! McCarty
Fetin McQuade

Community Artists Galtery ¢, Mote

& Studlos

Hieeakoth Conley
Lruer 3 Pt h Conneli
hilEberle
#arEglinton

taict Franteeur
threndaGear

Gury Gowans
Zenruler Haskins
Funla Hissett

Loy Hodgins
Ave Al Hodrigh
e Horner
Angedy Humphries
o1y Hunter
Nowgca Sekol

0O

newberiartlsts.onn

L

Visit our weebsite te plan your day

it NMorgan
Lhostine Provard
tueenr Rawson
tereerr Schaaf
Keladga Scheber
Shop Class

Lronao Slade

Livrd Slyek

Futty O°Brien Smithwick
Iuyv e Stratton
Lingda Sura

sadiy Sutton
Luthenms: Thotnton
Vu b Vitale

Meeths Willlams

o Leatn more about each artist
w Flnd where fre booklels are avallable
m Use the Gongle mag fink or prind yoor gwn

R T TN

The Craven Arts Councll

newbernartists

_studio tour

November 4

Saturday, 1014 -5PM

50 artists

open thelr studie doors and give the
public a glimpse of how they make their
magic happen.

Free & family-friendly!

26 STUDIOS

newbernartists.com

28




A Weyerhaeuser

A
il TR

"y
b E

« NOVEMBER 11, 2023 -

Trail to Tryon is more than d run, it’s an experience. Join us for an amazing
race weekend and participate in the 5K, 10K or half marathon that starts
at the gates of Tryon Palace and centinues through New Bern's charming
dowritown district, iconic waterfrent parks and beautiful residential
neighborhaoods. The finish line, at the North Caroling History Center, will
include a waterfront celebration offering fun-filled everts for all ages.
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NEW BERN AND CRAVEN COUNTY'S #GIVINGTUESDAY EVENT

BEW BERN liﬂf.?

*CIWIHNGTUESDAY

NOVEMBER 28, 2023

2 PM - 5 PM
UNION POINT PARK
NEW BERN, NC

GivingTuesday has been observed in the New Bern community since the global
movement began in 2012. Typically a day of recognition for local nonprofits, the
collective efforts of the New Bern Area Chamber of Commerce Nonprofit Council
and the New Bern Giv3 committee helped evolve the celebration into a true day
of giving with the “Carry it Forward” event, the first of which was held in 2020.
Since its inception, the “Carry it Forward” event has helped generate close to
$50,000 for New Bern's nonprofit community. These funds have made a huge,
LOCAL impact for many people in the New Bern and surrounding area.

Your sponsorship of the “Carry it Forward” event makes a wide-spread impact
in YOUR community. ALL funds contributed by sponsors are divided equally
among participating nonprofiis!

30




2023 SPONORSHIP OPPORTUNITIES

Title Sponsor | $5,000

* All benefits below plus...
* Name/lLogo incorporated into event title as “Presenfed By
+ Live Soclal Medio interview day of event

Platinum Sponsor | $2,500

+ All benefits below plus...
* Noame/lLogo on banner disployed ot performance stage
* 10 x 10 designated space at event

Gold Sponsor | $1,000

¢ All benefits below plus...

* Nome/Logo on digital end print event marketfing distributed 30 days
prior to the event

¢ 10 x 10 designoted space at event

Silver Sponser | $500

* All benefits below plus...
* Neme/Logo on sponsor board displeyed at the event
¢ Soclal media highlight

Bronze Sponsor | $250

* Name listed in event brochure distributed to attendess ot the event.

Questions? Contact Heather Thornburg at hthornburgewadeict.com

Piease completa and detach the form beloew and return it using the enclosed eavalope.

2T O - - i 4 3 e B o R o

Yor! I wouldd, Gibo o spposon Tho 2023 " Congy & Fonwandt ovoif]

Business Name: Frimary Contact:

Select Spansership Level:

[JTitle Sponsor -~ §5,000 [18ilver Sponsor - 5500
[JPlatinum Sponsor - $2,500 DOerenze Sponser - $250 NFWI;};}‘W
I Gold $ponsor - §1,000 Dother-$______ ...

Signeture / Dater O Pleose send me an inveice!

*Mcke Checks Payable to New Bern Chamber of Cammerca MEMO: GivingTuesday
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2023 CHRISTMAS GALA
FRIDAY, DECEMBER 1, 2023

RIVERFRONT
CONVENTION CENTER

6:30 PM COCKTAILS & HORS D'OEUVRES
7:30 PM PLATED DINNER
§:30 PM DESSERT
9:00 PM LIVE MUSIC BY
“THE BLACK & BLUE EXPERIENCE”
SAFE RIDE HOME

BLACK TIE OPTIONAL | 21 & OVER EVENT

SPONSORSHIP PACKAGES AVAILABLE
GENERAL TICKET SALES BEGIN NOVEMBER 1
'  WWW.NEWBERNBUILDERS.COM




Questions may be directed via email to Judy Avery or by calling 252-259-3357.
Click here for sponsorship information or to reserve a sponsored table.

General tickets will go on sale November 1.

NONPROFIT COUNCIL
HELPING
OTHER
PEOPLE
EVERYDAY

NEW BERN
T—TT
CHAMBER OF COMMERCE

Buriness Coner Tapethar Him

TIHE TAUINY TREASURES

#GI¥INGTUESDAY

hd
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Click here to sign up for exclusive discounts.

LW

NEW BERN

CHAMBER OF COMMERCE

New Bern Area Chamber of Commerce | 316 S. Front St., New Bern, NC 28563

Unsubscribe jbrumbaugh®@publicradiceast.or

Update Profile | Constant Contact Data Notice

Sent by tsuhrie@newbernchamber.com powered by

@ Constant
Contact

Try emall marketing for free today!
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Anne CrumE

From:
Sent:
To:
Subject:

New Bern Area Chamber of Commerce <tsuhrie+newbernchamber.com@ccsend.com>
Monday, November 13, 2023 8.03 AM

Jared Brumbaugh

[EXTERNAL]: eNews Week of November 13, 2023

|cAUTION: External email. Do not click links of open attachmients unless verified.

Proudly presents the weekly eNewsletter for the New Bern Area Chamber of Commerce

DUKE
ENERGY.

Monday, November 13, 2023

on the calendar

Coming in November




Chamber
Meeting Lineup
hosted

Events on the calendar

Coming in November

Chamber
Event Lineup
hosted by




SpOtl lg 1t on a member

. NEW BERN
& EAMILY

ews from our members

Recently Submitted

Chamber
Member News
hosted by




LZAYTOUN-RAINES

LW BERN ZHAMEER X CARMERLE SEFTIMELR 200

INSIGHT

COMMUNITY & BUSINESS MAGALINE

insight - Fall 2023

Take a moment to check out the latest
edition of Insight, the New Bern Area
Chamber of Commerce Community and
Business Magazine.

Benefits for members




to the community and
absolutely FREE.

If you're looking to diversify your marketing plan, the Chamber has a variety of year-
round sponsorship and advertising opportunities designed 'by request' for our

0T DEAL

Hot Deals offer a great way to
promote your goods and services

This is good for job openings or
even volunteers needed. Qur Job
Posting Tool is a great way to get
the word cut and it is FREE.

members. Give your Iogo the exposure it deserves with our Chambertunities.




) hOtOS from members

Chamber
Member Photos
hosted
by

INTERNATIONAL@ PAPER

You're Invited

Here's Your Opportunity to Host a Chamber
Social in 2024

If you've never hosted a Chamber event before this is your chance! This year, in an
effort to shake things up a bit, we're offering our open dates up to first time hosts OR
businesses who haven't hosted in while. So, pick your date and contact Teresa
Suhrie before they're gone.




Midday Mingle — 2nd Wednesday of Each Month —~ 12:00 noon to 1:30 p.m.
November 13
December 11

Business Before Hours — 4th Tuesday of Each Month — 7:30 to $:00 a.m.
May 28

June 25

July 23

QOctober 22

November 26

To reserve an open date please contact Teresa Suhrie at tsuhrie @newbernchamber.com
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Semc:r Ecommlc _ﬁeve!opmen_ Manager

i N o I EaT Guest'Spea;ker- :
252.637-3111 Federal Resstve Senior YA
' v _ Regionat Executive
tsuhrie@newbernchamber.com Cheriotte, North Caralina

“M FirstCitizensBank  _ oannobens

Gieorgiana Bowman
Financial Advisors

TIMELINE FOR THE DAY




11:30 am - Check In Begins
12 noon - Buffet Lunch
12:30 pm - Presentation

PRESENTATION

Guest Speaker: Matthew Martin, Federal Reserve, Senior V.P. Regional Executive, will
Speak on the National Economy on a Large Scale- What to expect (the big picture!)

Panel will be led by Matthew Martin

Guest Panelists
» Mark D. Meno, Executive Director, Fleet Readiness Center East, Marine Corps
Air Station Cherry Poin
» Andy Maclaren, Chief Technical Officer/Site Manager, B/S/H/
« Donna Phillips, Senior Economic Development Manager, Duke Eneray
Carolinas
+ Jeff Wood, Economic Development Director, Craven County

Panel Discussion will translate what Mr. Martin spoke on nationally and how it will affect
the Greater New Bern AND Surrounding Areas over the next 3 to 7 years.

Topics Will Include
« Transportation
Housing
Career Readiness
Growth and Quality of Life
+ Q&8A

*

LUNCH MENU

« House Salad

» Chicken Supreme Marinated Grilled Chicken Breast Layered with Smoked
Bacon, Mozzarella Cheese, Mushrooms, and Topped with a Supreme Sauce
over Rice Pilaf

+ Beef Tips in a Bourguignonne Sauce with Mushrooms

» Mahi-Mahi with Fresh Mango Salsa

» Roasted Squash, Zucchini, Red Peppers and Onion Drizzled with Balsamic
Vinaigrette

« Honey Glazed Baby Carrots

« Oven Roasted Bliss Potatoes

» Strawberry Shortcake

+ Praline Bread Pudding with Caramel Sauce

10




Chamber Member Tickets $30
Non-Member Tickets $40

Please contact Teresa Suhrie if you have any
questions. tsuhrie@newbernchamber.com 252-637-3111 ext:104

i1



ideag inc.

promotional products

405 MIDDLE STREET, NEW BERN

on the rooftop of Oliver & Cheek
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PRESENTS

CHRISTMAS WITH

Sk

DOUBLETREE BY HILTON NEW BERN-RJVERFRONT
100 MIDDLE STREET, NEW BERN NC

FRIDAY, DECEMBER 15, 20723

SHOW STARIS AT #PM
DOORS OPEN AT 6PM

ADULTS 13 & UP $30 / CHILDREN 4-12 $10

38 UNDER ARE FREE IN LAP SEATING ONLY

PURCHASE AT NEW BERN CHAMBER OF COMMERCE,
MITCHELL HARDWARE OR ONLINE NEWBERNCHAMBER COM

ALL TICKET PRICES WILL ‘NCREASE 8v S10 AFTZ3 5PM, WEDNESDAY DECEMEER 13

THANKS TO OUR SPONSORS

rotow Us oN [} @ I OR VISIT NEWBERNCHAMBIR COM




Chamber Connections
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Lunch

¥ Learn

DOWNSIZE RESPONSIBILITIES

and explore Ue pessibililies

Join us for a FREE seminar
and &90&!‘& Z%a/oa’m&&ﬁe; 3
Angwering y{f;m 16
T about &ﬁwmmxﬁg

\{The Current Real Estate
Market & More

of Decluttering
‘or staying at

Ali-Inclusive Senior Living
» Commeon Misconceptions
» Expectations Vs Reality
4 '7 Tx s To Improve Your
- :ty of Life.

Tours Available
's Available with each speaker
after the event.

: Spemal Guest

Ashley Banks & Kristi Mason
United Real Estate ~Coastal Rivers
' and Jaret Lamb of
Smonth Transitions
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» Put your business name in front
of 60,000 weekly listeners!

« Reach your customers and
potential clients in their homes,
their workplaces, and their cars.

« Business sponsors provide an
important source of PRE’s

funding, ' Public Radlo East

BROABCABTING FROBI CRAVER CONMMURNITY COLLEBE

Eﬂn'mr Radlo Spensm‘ship
__«*23% brand awareness
Website  #71% reported webs&a \nsms N
Advertisement  *13% interestin learning more
. about sponsor brands
- B7% of listeners typwa{ly listen
Di g;ta[ . tosponsorship spots on radio
Sp onso rSh i p - '*é‘smzéa Badio:Live O Al and &varywhem. froai

NPR and Bdison Rs@search

' Mention this ad and we’ll double the
) number of your on-air messages! g

Offer Q vm!abi e 11/ 01/2023 11!30/2023

CALL 252-638-3434 FOR MORE INFO
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Paving the Path to Expertise

DRIVE FORWARE?

Thursday, November 16, 2023
10:00 a.m. CST

Join us for our upcoming Drive Forward webinar, Cooling 101; Where Cooling Started and
Where it is Heading, on Thursday, November 16th, at 10:00 a.m. CST!

Data center cooling is a complex and critical aspect of data center management that
requires careful planning and execution. In this webinar, Tom Cabral, Field Application
Engineer at Chatsworth Products, will explore the history and benefits of a variety of
cooling solutions including airflow, liquid, a hybrid of the two and even immersion.

Learn more about the advantages and disadvantages of each cooling system as it relates
to efficiency, cost, reliability, and environmental impact. Click here to save your seat.

BOPM

WEDHESDAY | :
NOU ATTITUDE'S

}OE BROWN © 32 SHORELINE BRIVE, SR BERN K

( 4 N

4 ¥

COBBLE-WOBBLE . EVENTBRITE.
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¢
BAND

Wil

..www‘jc»ebmwnbandcon‘ ‘
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THANKSEBIVING DAY

TABERMA - MEW agm -
1 o Kcowm‘
RUN zxps
BASH
5 K RUN/WALK
@%ig?&mm
" .,4“"“ ot [ REGISTER '
Nig CAE?S?& Ifﬁgﬁﬂ TRYMCA ORG/TURKEYYROT

22



m‘”féé’mg/vffmw

NEW BERM AND CRAVEN COUNTY'S #GIVINGTUESDAY EVENT

SRR TUTEREY

NOVEMBER 28, 2023

2 PM - 5 PM
UNION POINT PARK
NEW BERN, NC

GivingTuesday has been cbserved in the New Bern community since the glebal
movement began in 2012, Typically a day of recognition tor local nonprofits, the
collective efforts of the New Bern Area Chamber ot Commerce Nonprotit Council
ond the New Bern Givd commitiee helped evolve the celebration into a true day
of giving with the “Carry it Forward” event, the first of which was held in 2020,
Since its inception, the “Carry it Forward” event has helped generate close to
$50,000 for New Bern's nonprofit community. These funds have mode o huge,
LOCAL impuct for many people in the New Bern and surrounding area.

Your sponsorship of the “Carry it Forward” event makes a wide-spread impact
in YOUR community. ALL funds contributed by sponsors are divided equally
among participating nonprofitst
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2023 SPONORSHIP OPPORTUNITIES

Title Sponsar | $5,000

e All benefits below plus..,
* Nameflogoe incorporated into event title as “Presented By”
¢ Live Social Media Interview day of event

Platinum Speonsor | $2,500

s All benefits below plus...
*« Name/Logo on banner disploved ot performance stoge
* 10 % 10 designoated spacs at event

Gold Sponsor | $1,000

+ All benetits below plus...

» Nome/Logo on digite] and print event merketing distributed 50 days
prior to the event
* 10 % 10 designated spoge af event

Stlver Sponsor | $500

¢ All benefits below plus...

s Nome/Logo on sponsor boord displayed ot the event
* Social medie highlight

Bronze Sponsor | $250

» Mame listed in gvent hrochure distributed to ottendees ot the svent.

Questions? Contact ¥eather Thornburg at hthornburgewodeict.com

Flepss sompleie ond detach the form below and refura if using the enclosed envalope.

B s e s o = o £ 8 7 A 1 e -

Yex! T woudf libe Lo sponsr, The 2023 "Cony o Forwond” ovod]

Busiodsd NOMBI o i e oo e s s e s stoen s st s st st PEEEEY DML s e oo i o i v
Busineas Mailing Address: .. "
Brimary Contacd Ematll L o e e e e Bhone

Select Spansorship Levsh

{37itle Spensor - 53,000 [18ilver Sponsor - 5500

[JPletinum Sponser - $2,500 [JBronze Sponsor - 5230 NEW EERY

{1 geid Sponsar - 1,600 Dlother <« &__________ ;h.;?f':"c"r'?a"u?u
BIGDRBUTE I DOTR T oo o e et o e mem oot e e e e et I Pleose send me aninveics!

*Make Thocks Payohie 1o Hew Bern Chambaer of Sommerce MEMD; GivingTuesday
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2023 CHRISTMAS GALA
FRIDAY, DECEMBER 1, 2023

RIVERFRONT
CONVENTION CENTER

6:30 PM COCKTAILS & HORS D'OEUVRES
7:30 PM PLATED DINNER
8:30 PM DESSERT
7:00 PM LIVE MUSIC BY
YTHE BLACK & BLUE EXPERIENCE"
SAFE RIDE HOME

BLACK TiE OPTIONAL | 21 & OVER EVENT

SPONSORSHIP PACKAGES AVAILABLE
GENERAL TICKET SALES BEGIN NOVEMBER 1
' WWW.NEWBERNBUILDERS.COM




Questions may be directed via email to Judy Averx or by callmg 252-259-3357.
Click here for sponsorship information or to purchase a table.

City of New Bern'
CHRISTMAS

Saturday, December 2 2023
_10 OOAM

For more mformatmn visit ....
NewBernNC.gov/ChristmasParade
or call 252-639-24920
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ANHIVERSARY

Tickets and more info: wwwi.cravenconeertsinc.org
orcall: 252-637-111% or

email: info@cravenconcertsinc.org




Al .oceeds beneﬂt cmmren,éuults -7 RUN SPONSOR

dfammes living with disabilities and - oy eren)
mental health challenges receiving{ .
services from Easterseals UCP in our’
 focal community.

JOIN OUR GROWING LIST OF SPONSORS:

£5 Curis MediaGromg
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NONPROFIT COUNCIL
HELPING
OTHER
VEOPLE
EVERYDAY

NEW BERN

CHAMBER OF COMMERGE |

Brashmres Clraser Topechind Him

b, TIHE TALEHT TREASERES
#GREINGTUESDAY

v

Click here to sign up for exclusive discounts.
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New Bern Area Chamber of Commerce | 316 S. Fronf St., New Bern, NC 28563

Unsubscribe jbrumbaugh@publicradiceast.org

Update Profile | Constant Contact Data Notice

Sent by tsuhrie@newbernchamber.com powered by

Constant
Contact

Try email marketing for frea today!
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