











3/5/2019 Bookkeeper and Administrative Coordinator, Pittsburgh, PA - Job Details | Indeed.com

« Maintain an orderly accounting filing system;

» Work with Shared Services internal departments to identify and record revenue properly;

« Purchase supplies and equipment as authorized by management;

= Monitor office supply levels and reorder as necessary;

» Receive and distribute incoming mail;

» Distribute employee paychecks and direct deposit notices;

= Assist collecting data for outside service partners, such as the auditor;

= Assist Director, Finance and Administrator in developing financial policies and procedures;
¢ Provide clerical and administrative support to management as requested.

This individual will report to the Director, Finance and Administration, where they will complete day-to-day
bookkeeping functions. They will also work in collaboration with the Director, Finance and Administration to
develop financial policies and procedures to improve efficiencies in and accuracy of financial processing and
reporting.

This is a full-time position, and business hours are Monday through Friday, 8:30 a.m. to 5 p.m. Longer hours,
evenings and weekend work will occasionally be necessary.

Requirements/Qualifications:
Education and Experience

= Associates' degree or equivalent combination of education and experience, in accounting or business-
related field;
« 5+ years of relevant experience;

Personal Characteristics

= Proven bookkeeping experience;

= Thorough knowledge of standard bookkeeping principles and practices;

= High degree of accuracy and attention to detail;

= Data entry skills along with a knack for numbers;

» Strong organizational skills, ability to meet deadlines, and attention to detail;
= Strong problem-solving and research skills;

= Outstanding communication and interpersonal skills;

= Proficient in MS Excel, Word, and Outlook;

+ Proficiency in QuickBooks or similar software;

= Ability to work successfully in a creative, personality-driven industry;

= Proven success in a collegial and collaborative work setting;

« Enthusiasm for the missions of WYEP, WESA and PCBC;

« Atrack record of unquestionable honesty, integrity and commitment to service.

The Company

Pittsburgh Community Broadcasting Corporation (PCBC) is an independent, locally owned community-
supported public media organization. PCBC is home to Pittsburgh's NPR News station, 80.5 WESA, and 91.3
WYEP, serving Pittsburgh and the surrounding communities of Western Pennsylvania. Pittsburgh Community
Broadcasting Corporation serves the more than 2 million residents of Pittsburgh and its surrounding
communities by leveraging the power of media to inform, inspire, and entertain. We engage audiences and
cultivate conversations that strengthen, enrich and improve the communities we serve.

90.5 WESA, was launched in 2011 (in partnership with the Pittsburgh philanthropic community) with an NPR
News format, dedicated to informing people in ways that engage and inspire dialogue about global, national
and community issues. Its stated mission is “to work for the public to inform people in ways that engage and
inspire them to create dialog about community issues and stories”.

91.3 WYEP was founded in 1974 as an all-volunteer community licensed radio station; it broadcasts a diverse
offering of adult alternative music, provides community education programs, and presents a large number of
highly visible events and concerts in the region. Its mission is to “enrich the community through musical
discovery, expression and education”.

In addition to radio programming, both stations play an active role in engaging the community through online
and mobile services and in-person events, and have a prominent voice in Pittsburgh’s civic and cultural affairs.

Each week more than 200,000 Southwestern Pennsylvanians listen to Pittsburgh Community Broadcasting
Corporation broadcasts, and tens of thousands more engage with our content through our websites and
mobile digital services.

Benefits and More

Pittsburgh Community Broadcasting Corporation offers compensation commensurate with experience and an
excellent benefits package that includes medical and life insurances, paid medical leave, a 403(b) retirement
plan with generous matching contributions, paid vacation and holidays and a workplace culture that is diverse,
collaborative and progressive.

Applicants are invited to send a cover, resume, and three references by Friday, March 9, 2018. In your cover
letter, be sure to tell us how you learned about this position, and include your current compensation level.

Please, no phone calls.

Pittsburgh Community Broadcasting Corporation is an Equal Opportunity Employer, and actively seeks
diversity in its workforce.

Job Type: Full-time

https://employers.indeed.com/j#jobs/view?id=8c14255ec786 2/3



3/5/2019 Bookkeeper and Administrative Coordinator, Pittsburgh, PA - Job Details | Indeed.com
Application Questions

You have requested that Indeed ask candidates the following questions:

+ How many years of Bookkeeping experience do you have?

Products — Resources — FAQ - Blog ©2019 Indeed - Cookies, Privacy and Terms - Contact

https://employers.indeed.com/j#obs/view?id=8c14255ec786 3/3
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Exhibit 12
Director, Human Resources (3/20/2018)

Recruitment Source Documentation

PCBC website
Nextpittsburgh.com
New Pittsburgh Courier
Current

Indeed

Nonprofit Talent










































Director, Human Resources and Organizational Development Job Cpening in Pittsburgh, Pennsylvania - Current.org

Job Responsibilities

The Director, Human Resources is responsible for the overall provision of Human
Resources and Organizational Development services, policies, and programs for the
entire company. They are also responsible for the culture of the organization, and the
cultivation of a culture rooted in excellence, creativity, transparency, collaboration and
respect.

Major areas of work will include:

°

°

°

This individual will report to the CEO and will serve on the Executive Leadership Team,

Maintaining and applying deep knowledge of HR policies, laws, regulations and
issues;

Employment law and regulatory compliance;

Employee safety, welfare, wellness and health;

Compensation and henefits administration;

Developing policies and programs for effective management of the people
resources of the organization, including programs for employee relations,
affirmative action, sexual harassment, employee complaints, external education
and career development;

Monitoring adherence to policies and legal standards;

Maintain all required files and information systems;

Solicit and maintain annual “Conflict of Interest” and “Payola/Plugola” affidavits
from employees, volunteers and Board;

Leading efforts to build an inclusive & diverse workplace;

Recruiting and staffing;

Employee orientation, development, and training;

Performance management (https://www.thebalance.com/performance-
management-1918226) and improvement;

Organizational development;

Serve as key HR advisor to Executive Team;

Employee communications;

Consultation with Legal Counsel as required to anticipate & resolve litigation risks;

Organizaticnal anc space planning.

where they will assist and advise on Human Resources issues. They will also be

charged with leveraging their experience, knowledge and tools in a strategic way across

the entire organization, assisting department heads in better understanding the
organizational implications of their work, with an eye toward improvement of both
performance and culture.

This is a full-time position, and business hours are Monday through Friday, 8:30 a.m. to

5 p.m. Longer hours, evenings and weekend work will frequently be necessary.

Full-Time

Job Duration:
Indefinite

Min Education:
BA/BS/Undergraduate

Min Experience:
5-7 Years

Required Travel:
0-10%

10/12/17, 10:37 AM

https://jobs.current.org/job/director-h _‘:ra'*.—rescurces-and—organizat...urce=current.crg&utm_medium=widget&utm_carnpaign=recen1-jobs—widget Page 2 of &



Director, Huc-nan Resources and Organizational Development Job Opening in Pittsburgh, Pennsylvania - Current.org 10/12/17, 10:37 AM

Education and Experience

« Bachelors' degree or equivalent combination of education and experience, in
human resources or business-related field:

+ 5+ years of relevant experience;

+ SHRM-SCP or similar certification is desirable.

Personal Characteristics

Thorough knowledge of human resource management principles and practices;
Strong organizational skills, ability to meet deadlines, and attention to detail;
Strong problem-solving and research skills;

QOutstanding communication and interpersonal skills;

Business acumen, coupled with attention to the human element;

Proven ability to drive company culture;

Familiar with applicable laws, labor market, and wage/hour regulations;

L]

Proficient in MS Excel, Word, and Outlook;

Excellent research and writing skills;

Ability to maintain absolute confidentiality in all matters;

Ability to successfully manage and lead staff;

Ability to work successfully in a creative, personality-driven industry;

« Proven success in a collegial and collaborative work setting;

Enthusiasm for the missions of WYEP, WESA and PCBC,

Atrack record of unguestionable honesty, integrity and commitment to service. ?

The Company

Pittsburgh Community Broadcasting Corporation (PCBC) is an independent, locally
owned community-supported public media organization. PCBC is home to Pittsburgh's
NPR News station, 90.5 WESA, and 91.3 WYEP, serving Pittsburgh and the
surrounding communities of Western Pennsylvania.

Pittsburgh Community Broadcasting Corporation serves the more than 2 million
residents of Pittsburgh and its surrounding communities by leveraging the power of

media to inform, inspire, and entertain. We engage audiences and cultivate
conversations that strengthen, enrich and improve the communities we serve.

o 90.5 WESA, was launched in 2011 (in partnership with the Pittsburgh

https://jobs.current.org/job/director-human-resources-and-organizat...urce=current.org&utm_medium=widget&utm_campaign=recent-jobs-widget Page 3 of 6



Director, Human Resources and Organizaticnal Development Job Opening in Pittsburgh, Pennsylvania - Current.org

philanthropic community) with an NPR News format, dedicated to informing
people in ways that engage and inspire dialogue about global, national and
community issues. lts stated mission is “to work for the public to inform people in
ways that engage and inspire them to create dialog about community issues
and stories”.

* 91.3 WYEP was founded in 1974 as an all-volunteer community licensed radio
station; it broadcasts a diverse offering of adult alternative music, provides
community education programs, and presents a large number of highly visible
events and conceris in the region. Its mission is to “enrich the community through
musical discovery, expression and education”.

In addition to radio programming, both stations play an active role in engaging the
community through online and mobile services and in-person events, and have a
prominent voice in Pittsburgh’s civic and cultural affairs.

Each week more than 200,000 Southwestern Pennsylvanians listen to Pittsburgh
Community Broadcasting Corporation broadcasts, and tens of thousands more engage
with our content through our websites and mobile digital services.

Benefits and More

Pittsburgh Community Broadcasting Corporation offers compensation commensurate
with experience and an excsllent benefits package that includes medical and life
insurances, paid medical leave, a 403(b) retirement plan with generous matching
contributions, paid vacation and holidays and a workplace culture that is diverse,
collaborative and progressive.

Applicants are invited to send a cover, resume, and three references
to HRDirector@wesa.fm. In your cover letter, be sure to tell us how you learned about
this position, and include your current compensation level. ?

Please, no phone calls.?

Pittsburgh Community Broadcasting Corporation is an Equal Opportunity Employer, and
actively seeks diversity in its workforce. ?

About Pittsburgh Community Broadcasting Corporation (/jobseeker/company/1261121/pittsburgh-community-broadcasting-

corporation?job=37459031)

/Users/terryoreilly/Deskiop,/LOGOS/90.5 91.3 paired vertical jpg

Contact:Terry O'Reilly
More Jobs from Pittsburah Community Broadcasting Corporation

10/12/17,10:37 AM

h':tps:/,l'jobs.current.org,ljob/director—hu:t-.anfresources—and—organizat...urce=current.org&utm_medium=widget&utm_campaign:recent-jubs-widget Page 4 of &
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Exhibit 13
Member Services Manager (3/5/2018)

Recruitment Source Documentation

PCBC website

PRADO

Greater Public

Nonprofit Talent

Association of Fundraising Professionals









e Coordinate Live & Direct sessions with programming staff, creating member emails, creating
reservation pages, conducting lottery as necessary and communicating with members.

e Coordinate other member benefit events as opportunities arise, including member presale
opportunities, member shows, etc. Coordinate with marketing and web staff as needed

General Duties

e Monthly: generate and mail monthly reminders for open pledges.

e Generate and arrange mailing of yearly tax receipts.

e Monitor postage accounts, stationery inventory, order department supplies.

e Assist with gift processing as needed, including entering checks, verifying and uploading web
gifts.

e Work closely with fellow development team members to ensure success of overall
department goals, long-term growth and donor retention

e Attend and participate in weekly team meetings and other meetings as directed

e Represent stations at events as needed

e Other duties as assigned

Required skills and experience:

e College degree or equivalent experience.

e Excellent customer service skills with a minimum of five years' experience

e Database management experience.

e Highly organized self-starter with strong time management skills and excellent attention to
detail.

e Ability to take direction as well as be an enthusiastic team player

e Excellent interpersonal skills; must be comfortable interacting with constituents in person
and on the phone

e Self-starter with strong analytical and problem-solving skills

e Ability to manage multiple projects at once and meet deadlines as required

e Strong working knowledge of Microsoft Office

e Excellent communication skills, both written and verbal

e Ability and willingness to work occasional evenings and weekends, with some long days
required during peak fundraising times

e Strong judgement, sense of ethics, integrity and accountability

e Passion for and knowledge of public media and its mission






About 90.5 WESA (/about-us)

WESA Staff (/people/capacity/staff)

Contact Us (/contact-us)

eNewsletter Signup (http://eepurl.com/gj64bv)

Community Calendar (/community-calendar)

Archives (/archives)

Help with Streaming (/post/having-problems-our-stream)

90.5 WESA Privacy & Terms of Use (/privacy-terms-use)

About Pittsburgh Community Broadcasting (http://pittsburghcommunitybroadcasting.org/)

Public File for Pittsburgh Community Broadcasting Corporation (https://publicfiles.fcc.gov/)

© 2019 90.5 WESA









Essential Duties and Responsibilities

Donor Relations

Daily: handle all donor correspondence and distribute comments/concerns to appropriate departments as

needed. Respond in a timely manner and note member records accordingly. Work to ensure effective and
long-term problem resolution

Take phone donations and monitor donation email confirmations to address any concerns that appear in
the "comments” field of online gifts ’

Weekly (minimum): process all donor thank-you letters to ensure timely acknowledgment of gifts via mail
merge. Update letters as necessary and coordinate all messaging appropriately

Monthly (minimum): process all thank-you gifts, maintain inventory and recommend new orders as
needed.

Develop and implement “new member welcome” strategies

Coordinate day sponsorship program, including scheduling and messaging

Sustaining Members

Serve as primary contact person for sustaining members
Oversee credit card recapture process, including mailings, phone calls and email strategies
Coordinate seasonal sustainer cultivation efforts, including thank-you gift offers and upgrade asks

Research and make recommendations to continually improve the sustaining member program

Member Events

Coordinate Live & Direct sessions with programming staff, creating member emails, creating reservation
pages, conducting lottery as necessary and communicating with members



+ Coordinate other member benefit events as opportunities arise, including member presale opportunities,
member shows, etc. Coordinate with marketing and web staff as needed

General Duties

+ Monthly: generate and mail monthly reminders for open pledges

* Generate and arrange mailing of yearly tax receipts

* Monitor postage accounts, stationery inventory, order department supplies

o Assist witH gift processing as needed, including entering checks, verifying and uploading web gifts

+ Work closely with fellow development team members to ensure success of overall department goals
long-term growth and donor retention

[

* Attend and participate in weekly team meetings and other meetings as directed
» Represent stations at events as needed

» Other duties as assigned
Required skills and experience:
College degree or equivalent experience.

* Excellent customer service skills with a minimum of five years' experience

» Database management experience

+ Highly organized self-starter with strong time management skills and excellent attention to detail
« Ability to take direction as well as be an enthusiastic team player

+ Excellent interpersonal skills; must be comfortable interacting with constituents in person and on the
phone

« Self-starter with strong analytical and problem-solving skills
+ Ability to manage multiple projects at once and meet deadlines as required

« Strong working knowledge of Microsoft Office



























1/6/2018 Mail - amyesposito@wyep.org

Product

Employment - $100 (Full-time, part-time,
seasonal, hourly)

» Job Listing:
Member Services Manager

Subtotal:
Payment method:

Total:

Billing address

Julie Upvall
Pittsburgh Community Broadcasting Corporation
0.7 Bedford Square

n

e e At A

4126972923

jupvalliwesa.fin

Nonprofit Talent | Job Board

hups:/!outlook.offic;e.com/owa.'?reaIm=wyep.org&vd=mail&path=/maillinbox

Quantit
y

Price

$100.0

$100.0

Credit
Card

$100.0

22
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Exhibit 14
Individual Giving Manager (3/5/2018)

Recruitment Source Documentation

PCBC website

PRADO

Greater Public

Association of Fundraising Professionals
Nonprofit Talent

CPB
























Leah Manners, Member Outreach Manager, Greater Public

(612)548-3374

On Mon, Apr 1, 2019 at 1:17 PM Nancy Wood <nwood@wesa.fm> wrote:

That works!

They would have been for Individual Giving Manager and Member Services Manager.

The first one was posted more than once. The second | probably would have only done once. Thank you!

From: Leah Manners [mailto:Imanners@greaterpublic.org]
Sent: Monday, April 01, 2019 2:16 PM

To: Nancy Wood

Cc: Melanie Coulson

Subject: Re: Job postings

Hi Nancy,

I can get those for you, if you can get me the job titles, or the posting dates. Those are the only things
searchable in our jobs database.

Thanks!

Leah



Leah Manners, Member Outreach Manager, Greater Public

(612)548-3374

On Mon, Apr 1, 2019 at 12:32 PM Melanie Coulson <mcoulson@greaterpublic.org> wrote:

[s this possible?

---------- Forwarded message ---------

From: Nancy Wood <nwood@wesa.fm>

Date: Mon, Apr 1, 2019 at 9:54 AM

Subject: Job postings

To: Melanie Coulson <mcoulson@greaterpublic.org>

Hi Melanie,

Can you possible get me screen shots of job postings I submitted on Greater Public between April 1, 2017 &
March 30, 2018?

We're getting audited by CPB for EEO.
Yay.

e e e e el e P e o b ol o ot o o o s P ot el Pt ot e e e

Nancy L. Wood, Director of Development

Pittsburgh Community Broadcasting Corporation

67 Bedford Square; Pittsburgh, PA 15203

412.697.2924 (direct)

www. wyep.org<http:// www.wyep.org/>  www.wesa.fm<http://www.wesa.fm/>

[dual logos for sigs]












Required skills and experience:

» Bachelor's degree with five or more years of progressive non-profit fundraising expetience. Public
broadcasting experience preferred.

+ Proven success in direct mail, telemarketing, email and online giving. On-air fundraising experience
highly desired.

+ Strong analytical skills and database management experience. Experience with Allegiance fundraising
software a plus.

« Highly organized self-starter with strong time management skills and excellent attention to detail
« Ability to take direction as well as be an enthusiastic team player. '

« Excellent interpersonal skills; must be comfortable interacting with constituents in person and on the
phone.

« Ability to manage multiple projects at once and meet deadlines as required.

» Strong working knowledge of Microsoft Office and compatible programs. Familiarity with social media
platforms. Experience with Constant Contact a plus.

« Excellent communication skills, both written and verbal.

+ Ability and willingness to work occasional evenings and weekends, with some long days required during
peak fundraising times.

» Strong judgement, sense of ethics, integrity and accountability.

» Passion for and knowledge of public media and its mission.

Pittsburgh Community Broadcasting Corporation offers:

Salary commensurate with experience and an excellent benefits package that includes medical insurance,
paid medical leave, 403(b) plan with matching contributions, paid vacation and holidays and a workplace
culture that is fun, diverse and progressive. For consideration, please submit cover letter, resume,
samples of successful fundraising appeals and at least three references to givingmgr@wesa.fm. In
your response, let us know how you heard about the position.



Open until filled.

PCBC is an Equal Opportunity Employer, and actively seeks diversity in the workforce.

FOR ADDITIONAL INFORMATION ABOUT THIS POSITION, PLEASE CONTACT:

Nancy Wood

. 412-697:2924
&4 nancy@wyep.org (mailto:nancy@wyep.org)
Q@ http://wesa.fm/post/pcbe-seeks-individual-giving-manager (http:#wesa.fm/post/pcbe-seeks-individual-giving-

manager)

GREATER PUBLIC
401 North 3rd Street, Suite 601
Minneapolis, MN 55401

(800) 454-2314

Staff & Advisor Directory (/contact/)




Open until filled.

PCBC is an Equal Opportunity Employer, and actively seeks diversity in the workforce.

FOR ADDITIONAL INFORMATION ABOUT THIS POSITION, PLEASE CONTACT:

Nancy Wood

. 412-697:2924
&9 nancy@wyep.org (mailto:nancy@wyep.org)

Qo http://wesa.fm/post/pcbe-seeks-individual-glving-manager (http://wesa.fm/post/pcbc-seeks-individuai-giving-
manager)

GREATER PUBLIC
401 North 3rd Street, Suite 601
Minneapolis, MN 55401

(800) 454-2314

Staff & Advisor Directory_(/contact/)

Copyright © Greater Public 2019. Privacy. Policy_(/about-dei/privacy-policy)

























1212012017 Mail - amyesposito@wyep.org

Product - 5 _ Quantit

y

Employment - $100 (Full-time, part-time,
seasonal, hourly)

» Job Listing: L
Individual Giving Manager

Subtotal:
Payment method:

Total:

Billing address

Julie Upvall
Pittsburgh Communiry Broadcasting Corporation
67 Bedford Square

M 15203

¢

T

i

4126972973

jupvallwwesa. fm

Nonprofit Talent | Job Board

https:.’/outlook.oﬁice.com/owal?realm=wyep.org&Vd=mai|&path=!ma£liinb0x

Price

$100.0

$100.0

Credit
Card

$100.0

2/2












Exhibit 15
Special Events Manager (3/1/2018)
Recruitment Source Documentation
0 PCBC website

0 Nonprofit Talent
o CPB












About 90.5 WESA (/about-us)

WESA Staff (/people/capacity/staff)

Contact Us (/contact-us)

eNewsletter Signup (http://eepurf.com/gjé%v)

Community Calendar (/community—calendar)

Archives (farchives)

Help with Streaming (/post/having-problems—our-stream)

90.5 WESA Privacy & Terms of Use (/privacy-terms-use)

About Pittshu rgh Community Broadcasting (http:/pittsbu rghcommunitybroadcasting.org/)

Public File for Pittshburgh Community Broadcasting Corporation (https://publicﬁles.fcc.gov/)

© 2019 90.5 WESA












1/4/2018

Product

Employment - $100 (Full-time, part-time,
seasonal, hourly)

e Job Listing:
Special Events Manager

Subtotal:

Payment method:

Total:

Billing address

Julie Upvall
Pittsburgh Community Broadeasting Corporation
67 Bedford Square

Pitrs

burgh, £4 15203

4126972923

Nonprofit Talent | Job Board

https:!/outiook.ofﬁce.com/owa,’?reaIm=wyep.org&vd=mail&path=/mail!inbox

Mail - amyesposito@wyep.org

Quantit
y

Price

$100.0

$100.0

Credit
Card

$100.0

212
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Exhibit 16
Arts & Culture Reporter (2/5/2018)

Recruitment Source Documentation

PCBC website
PRNDI

NAHJ

NABJ





















