DRAFT JOB SPECIFICATION

For more information, please contact alan.boyle@bbc.co.uk
 
	Job Title:
	Trainee Spectrum Manager

	
	

	Division:
	BBC Operations

	
	

	Grade:
	4 

	
	

	Reporting to:
	Head of Spectrum and Investigation

	
	

	Base:
	London W12 


JOB PURPOSE

· To support the BBC’s Spectrum team and the work that they are undertaking to shape and implement the BBC’s spectrum strategy. 
KEY RESPONSIBILITIES

Support the Spectrum team to help them deliver spectrum management projects by:


· Supporting the preparation of documents and information to assist the Spectrum team in their negotiations with customers and suppliers 

· Participating in spectrum management projects to get an understanding of :

· Network planning

· Frequency management

· Survey and measurement activities

· Participating in meetings to help shape spectrum management strategy, as required

· Reporting progress at an appropriate level of detail 

· Presenting information and briefings to managers orally and in writing

· Participate in project reviews and evaluation processes and maintaining appropriate project documentation 

· Working collaboratively with colleagues across the department and contributing to regular knowledge sharing within the department

· Learn about developments in the broadcasting and spectrum marketplace
· Learn about Spectrum regulation
· Building relationships internally and externally

· Assist with field survey activity as required

· Travelling in UK and abroad on BBC business as required

REQUIRED KNOWLEDGE, SKILLS AND EXPERIENCE

· Good understanding of engineering practices and principles
· Good IT skills and a science based background would be an advantage. 

· Knowledge of spectrum management, current broadcasting systems and techniques would be an advantage
· An understanding of the BBC and its position in the broadcasting marketplace

· An understanding of Project management  

· Good written and oral communication skills

· Good influencing skills 
· Resilient under pressure and self motivated

· Current UK driving licence would be an advantage
· Computer literate – Word, Excel, PowerPoint. 

COMPETENCIES

· Analytical thinking - able to simplify complex problems, processes or projects into component parts explore and evaluate them systematically.

· Creative Problem Solving - able to transform creative ideas into practical reality.  Can look at existing situations and problems in novel ways and come up with creative solutions.

· Planning and organising - able to think ahead in order to establish an efficient and appropriate course of action for self and others.  Prioritises and plans activities taking into account all the relevant issues and factors such as deadlines, staffing and resources. Excellent project management skills.

· Communication - able to get one’s message understood clearly by adopting a range of styles, tools and techniques appropriate to the audience and the nature of the information.


· Influencing, negotiating and persuading - able to present sound and well reasoned arguments to convince others. Can draw from a range of strategies to persuade people in a way that results in agreement or behaviour change.


· Managing relationships and team working - able to build and maintain effective working relationships with a range of people.  Works co-operatively with others to be part of a team, as opposed to working separately or competitively. 

· Collaborating across boundaries – challenges systems, processes and people that block collaboration, connects people, ideas, processes and issues, sets an example by sharing resources, knowledge ideas and skills across the organisation, builds helpful, productive relationships across the organisation.

· Living the BBC Values – sets high standards for the world’s most trusted broadcaster, demonstrates a passionate commitment to the BBC’s brand values and keeps up to date with public opinion, admits mistakes when we make them and takes appropriate action, takes responsibility for building trust in the BBC, deals fairly with suppliers, contributors and members of the public

· Resilience - manages personal effectiveness by managing emotions in the face of pressure, set backs or when dealing with provocative situations.  Demonstrates an approach to work that is characterised by commitment, motivation and energy.


· Flexibility - adapts and works effectively with a variety of situations, individuals or groups.  Able to understand and appreciate different and opposing perspectives on an issue, to adapt an approach as the requirements of a situation change, and to change or easily accept changes in one’s own organisation or job requirements.
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