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EXECUTIVE  SUMMARY  
 

International Falls has a Public, Educational and Government channel (PEG) Channel 
that functions as a community bulletin board.  The International Falls Cable Commission 
is responding to multiple requests for improved community access programming on our 
local channel  by creating this plan.  The commissionôs goal is to nurture quality commu-
nity access television to enhance the social, civic, educational and economic life of our 
communities.   
 
Public access TV, also called cable access, community access, community television, 
and PEG (Public, Education and Government), is a system that provides television pro-
duction equipment, training and airtime on a local cable channel, so members of the 
public can produce their own shows and televise them to a mass audience. 
 
Our PEG channel currently functions primarily as a community bulletin board with very 
limited programming.   Through the good graces of Scott Crowe who donates his time to 
maintain the channel, we have kept our channel functioning for more than 20 years.   
Over that time, the format has stayed the same.  It is time now to revitalize and expand 
the programming.   The vision for this revitalized public access channel was developed 
through the course of meeting with broadcast professionals,  including staff from the 
public access channels in Itasca County and Ely,  Minneonto staff, Scott Crowe of Rainy 
River Community College and the Mid Continent regional manager.    The features and 
programming of the Itasca Community Public Television station ended up providing the 
best model for our needs in Koochiching County.   
 
Some of their features include a local news program that broadcasts two times per week 
and  a feature program called ñGetting to Know Your Communityò which showcases a 
business each week.       
 
Our communities could receive the same benefits.   We could feature local businesses, 
Chamber of Commerce meetings, interviews with public officials and business leaders, 
educational and sporting events, and other programming.    Senior citizens who are 
homebound can enjoy watching their grandchildren participate in school and sporting 
events.  Families can share their videos of school events through the local channel. 
Because the peg channel will be located at Backus, we can offer live broadcasts of 
community events which are held there.    
 
A revitalized channel that offers quality coverage of events and meetings in our commu-
nity will foster civic engagement, understanding between governmental units, and 
strengthen our sense of community.   By so doing, a revitalized channel will help create 
the culture for growth and economic opportunity and shared visions for improving our 
lives.   
 
The peg channel needs to be revived on the path to reviving the social, civic and eco-
nomic life of the area.   To do this, we need dedicated funding and paid staff for public 
access television and an organizational structure that works to include all communities 
in Koochiching County as the cable channel grows.   To accomplish this we need to 
take advantage of FCC regulations which allow franchisors of cable television to enact a 
franchise fee.    With the franchise fee and membership subscriptions and fees for video 
production services, we can generate enough revenue to create a vital and vibrant pub-
lic access channel for our citizens.   With these funds, we will generate enough re-
sources to invest in better equipment, establish a site at Backus, hire one full time and 
three part time staff and purchase $32,000 in equipment that is needed to improve 
broadcasts and provide increased coverage of local events. 
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CURRENT GOALS 

The  immediate plan is to relocate the peg channel to Backus  this spring,  hire a pro-
gram coordinator in the spring of 2010 and begin producing and transmitting local 
events by the fall of 2010.   We would also establish a web domain and offer video on 
demand with the web site development starting in the fall of 2010.   
 

In the second year, other staff would be added and we would expand coverage  by 
adding more events and meetings and also develop feature programs like ñGetting to 
Know Your Communityò  and begin offering memberships and sponsorships to raise 
financial support  and  generate other income through fees for video contract services.     
 
A paid staff to carry out the plan and mission of the revitalized public access channel is 
essential to breathing new life into it.    While there will be ample volunteer opportuni-
ties and training opportunities for students who are interested in broadcast technology, 
to have a sustained effort requires paid staff who are committed and accountable.   
 

EXPANSION PLANS after the 5th year: 

At the 5
th
 year mark , the cable channel will be generating sufficient revenues to sustain 

operations and then plans to expand  coverage to include Littlefork and Northome will 
be developed.  Littlefork could conceivably be added sooner.  The requirement to add 
Littlefork is an additional investment of equipment by Mid Continent so that we can 
broadcast to Littlefork Mid Continent subscribers.  Northome is covered by Paul Bun-
yan and we would also need an investment of equipment to bring them into our cable 
broadcast area.  Also both city councils would need to agree to enact the franchise fee.      
 

We can use the Minneonto towers to reach citizens in the county who do not have ca-
ble television.   Equipment needed to broadcast from Minneonto towers currently costs 
$10,000 and with 5 towers serving Koochiching county, the total investment would be 
$50,000.    We would add towers as the funds became available through grants.     
 

Expanded coverage to Northome and Littlefork and the remote regions of the county 
will strengthen the connections between citizens and communities across the county 
and allow us to share the resources of the public access channel with all Koochiching 
County citizens.   
 
Expanding the coverage will also  allow  Koochiching County Community Television to 
build operating reserves and firmly establish its economic viability.     
 
ORGANIZATIONAL STRUCTURE  
The proposed structure is similar to the organizational structure used in Itasca County 
where cities have agreed to partner in funding a public access channel for the county.   
 
 A  joint powers board composed of Ranier, International Falls and County representa-
tives needs to be established upon the enactment of the franchise fees by the govern-
ing bodies of these entities.  The joint powers boardôs primary task is to collect and dis-
tribute the franchise fee.   
 
A  separate non profit organization will be established to manage responsibilities cur-
rently assumed by the International Falls Cable Commission and would provide over-
sight over operations and staff of the public access channel. 
 
Please note that the Joint Powers Board is a funding authority and the non-profit or-
ganization manages the cable channel.   The Joint Powers Board would not have man-
agement responsibilities. 
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Mission Statement:  
Fostering civic engagement and strengthening community  through Public Access 
Television  
 

Goals:  
Enhance our public access channel by increasing the number of locally produced 
quality programs.  
Provide for trained staff to grow the use of this channel.  
Involve volunteers with leadership opportunities.  
Provide a venue for sharing opinions and factual information concerning govern-
ment, culture, recreation and education in Koochiching County.  
Share cultural, business,  governmental and educational resources across 
Koochiching County.  
Provide a venue for non -profits, schools  and governmental units to invite the pub-
lic into their meetings.  
Provide training to area students interested in learning broadcast media.  
 

Short Term Goals -2010 
 

1.  International Falls City council approves franchise fee of  5% providing annual funds of approxi-
mately $55,000. 

2. Ranier City council approves franchise fee of 5% providing annual funds of  approximately $1,000. 
3. The Koochiching County Board approves franchise fee of 5% providing annual funds of approxi-

mately $6,800. 
4. Grants are submitted in March, April and May to fund purchase of equipment.  City of International 

Falls works with KOOTASCA grant writer for obtaining $30,000 in intial capital investment funding. 

5. Joint powers board is formed by end of April of 2010. 
6. Process to establish 501c(3) begins and application for tax exempt status is submitted by May of 

2010. 
7. New board of 501c(3) is established in June. 
8. Board, personnel and broadcasting policies and procedures are established by the new board in 

June. 
9. Fulltime program Coordinator hired by 1

st
 of  June 2010.   

10.   Bacchus  will become our live site, and running a new direct feed line will take place when the 

ground thaws ï which would be late spring of 2010. 

11. Equipment will be purchased and installed by  July of 2010 at the Backus site. 

12. Operations begin:  September of 2010 ï to serve cable and internet subscribers within the cities of 

Ranier, International Falls and immediately surrounding area, including Rainy Lake.   

 

Medium Range Goals -2011 through 2012  
1. Hire half-time executive director and video producer/anchor person.  Administrative assistant would 

be hired once the volume of business exceeds the capacity of Backus central office staff to handle 

phone calls and scheduling.   Expected hire of administrative assistant is in 2012. 

2. Develop web presence.    To see our model for the website please visit http://www.watchictv.net.   

3. Develop membership organization similar to membership for public radio to provide a funding 

stream.  Two membership organizations would be established, one for individuals and one for busi-

nesses and organizations.   

4. Expand original programming to include coverage of community events; such as the Bass Fishing 

Tournament, Crazy Daze, Ice Box Days, County Fairs,  Chamber luncheons, and sporting events.   

5. Purchase equipment and train users so that  local non-profits,  government entities and private citi-

zens can create video of their events which can then be televised on public access channel.    Local 

sports teams, dance clubs, figure skating club and other events can then be televised on public ac-

cess television. 
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  Long Term Goals ï 2013 and beyond  
1.  Add Littlefork to the broadcasting network and expand joint powers board to include Littlefork rep-

resentatives.   City council enacts franchise fee and Mid Continent invests in needed equipment to 

expand broadcasting area.   

2. Expand service through Paul Bunyan Telephone Cooperative which serves the Northome Area.   

Northome city council enacts franchise fee and Paul Bunyan invests in needed equipment to ex-

pand our broadcasting area.   Joint powers board would be expanded to include Northome repre-

sentation.   

3. Build a membership base that serves all cities in the county. 

4. Expand board of directors of non-profit to include members  from  Northome and Littlefork. 

5. Achieve funding through membership fees and video production fees to sustain operations.  Con-

tinue to explore all technological avenues for providing public programming.  

6. Expand service to households who are connected to broadcasting stations through Minneonto.  

Goal is to add equipment to each of the five towers so everyone who has television in the county 

can view the peg channel.  The tower additions would be phased in over time and as funding is re-

ceived from grants.   To bring a tower on line requires $10,000 in equipment.   

7. Advocate legislation that will include the franchise fee on internet services so that viewers access-

ing the public access website through their internet connection will also pay their fair share. 

Funding  
1) Franchise fee estimated to provide approximately $62,800 in annual revenue at a 5% franchise 

fee on cable television service of MidContinent Cable subscribers in International Falls, Ranier 
and the surrounding area.   

2) Grants of $65,000 to be awarded over the first 3 years  
3) Memberships and Business Sponsorships  
4) Fees for contract video production services. 

Products & Services  
1) Koochiching County Community Television generated programming:  

Local special events, public meetings, school events, chamber luncheons, church services, 

candidate forums, special programming like ñGetting to Know Your Communityò. 

2)   Broadcasting of video from citizens ï must serve a public or educational purpose or have the 

publicôs interest at heart  

3) Provide training to public who wishes to use  Public Access TV equipment 

4) Video Production Equipment available for checkout upon user receiving proper training 

5) Video Dubbing available to contract 

6) Video Services available to contract  

7) Training opportunities for Students interested in  Broadcasting/Media careers 

8) Volunteer opportunities 

 

 

Industry Information  
Public television stations in the surrounding area include Ely, Grand Rapids, Duluth and 
Bemidji.  All of these sites are at least 100 miles away and are not located in Koochiching 
County.  There is no local public television broadcasting for Koochiching County residents 
except for the public access channel in International Falls. 
 
The industry is currently advocating legislation that the franchise fee be expanded to in-
clude internet.  
 
How people select what appears on their television has changed as witnessed by the de-
cline of the major television broadcasting companies.   Internet video will migrate onto 
television screens.  We must have a web site developed for long-term viability of public 
access television in Koochiching County. 
 



 

 5 

The Market  
 

 
 

The number of Koochiching County households who receive internet and/or cable televi-
sion is estimated at 4,000 of the total County households of 5,680.   The local subscrib-
ers to cable television for International Falls, Ranier and the county consist of 1,900 
households as provided by Mid Continent estimates.    The target audience is much 
greater than the 1,900 households due to the availability of downloading broadcasts at 
the website and includes all households in Koochiching County with internet access.   
 
Growth will come by expanding the market geographically.  Our initial focus is cable 
television and internet subscribers in Ranier, International Falls and the surrounding 
area.   This area represents the majority of households in Koochiching County.   

 
The growth potential is dependent upon citizen interest in public television.  Based on 
the experience of  executive director Beth Sundin George of Itasca Community Public 
Television, we understand that the interest in public television will grow once the pro-
gramming is enhanced.  Their budget is now approximately $300,000 and they have ex-
perienced steady growth over 25 years.  They began in the same way our local channel 
started.  The channel was initially housed at the local college with volunteer staff and 
then moved to the areaôs community center.  Once funding allowed the hiring of paid 
staff, the programming took off and with it, the publicôs interest and appreciation of the 
value of a local public access channel.   
 
Local radio stations and local papers also provide media coverage.  The local stationôs 
ñLets Talkò program that focuses on local events and issues could be linked on the web-
site that is developed for Koochiching County Community Television.  Also a link to the 
countyôs newspapers could also be provided.    Other partnering opportunities with local 
media may present themselves as the channel and website are developed. 

 
 We also are looking to partner with Minneonto as well as Paul Bunyan as we expand 
our broadcast area.   Itasca Community Public Television partners with Paul Bunyan to 
provide coverage for a portion of Itasca County.  We would envision such a partnership 
for our county citizens in the Northome Area.  We also look to include the very remote 
areas of the county by partnering with Minneonto. 

 Year  2008-US census estimate  Estimated Households  

Big Falls 236 101 

International 

Falls 5,906 

2,534 

Littlefork 680 292 

Mizpah 71 24 

Northome 207 89 

Ranier 168 72 

Total In Cities 7,268  

Unorganized  5,983 2568 

Total Popula-

tion 13,251 

5,680 
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We also would partner with Itasca Community Public Television for sharing program-
ming, information and training.   
 
The marketing strategy will include: 

1) Educate public about newly enhanced programming 
2) Educate students about opportunities for training 
3) Engage volunteers  
4) Encourage video contributions from local citizens 
5) Develop a base of support through membership subscriptions, similar to the 

promotion of memberships at Minnesota Public Radio. 
6) Promote  video production services for hire.    

 
The marketing budget is $2,000 for the first full year of operations 

The reputation that will be developed for Koochiching County Community Television 
is one of fairness and transparency in providing services to everyone whose inter-
ests align with the mission of a peg channel.    Koochiching County Community Tele-
vision will be seen as the video venue of choice for sharing information about local 
organizations and citizen activities in Koochiching County.   

Location   Backus Community Center, 3
rd

 floor 

Image   The image that will be promoted is a professional, innovative, and democ-
ratic organization that seeks to serve all citizens in Koochiching County.  Our logo 
will be developed around the rivers that flow through the county ï the Rainy River, 
the Littlefork River, the Big Fork River and the Rat Root ï something about a  ñriver 
runs through itò. 
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THE OPERATIONS 
1. Organizational Structure:   Launching of the revitalized channel is undertaken by 

members of the International Falls Cable Commission with immediate plans after 

the franchise fees are authorized to form a board of directors of a separately cre-

ated 501c(3).   This 501c(3) will manage the peg channel.  

 

 A joint powers board would be formed to represent the governing bodies who en-

act a franchise fee that helps fund the 501c(3).  The duties are to collect and dis-

tribute the franchise fee.   No direct responsibilities to manage the channel are re-

quired of the board.  The power to collect and distribute funding provides the joint 

powers board the authority to require accountability from the 501c(3) which is 

charged with managing the peg channel.  
 

ORGANIZATION CHART 

 

 

 

 

                                                                        

 

 

 

                                                                               

 

 

 

 

 

 

 

 

 
 

 

 

 

2.

 Staffing : 

The first hire this spring is a  full-time program coordinator responsible for manag-

ing the equipment and setting up the programming for broadcasting and managing 

scheduling software and the community bulletin.   Development of the website 

would also be a part of the duties.   

 

In the first full year of operations or 2011, an executive director responsible for 

fund raising and membership, grant writing and overall direction and reporting to a 

non-profit board will be required to nurture the growth of the public access channel 

Executive Director-1/2 time 

Board of Directors of  501c(3) 

JOINT POWERS BOARD ï International Falls, Ranier and County  representa-

tivesï collects and distributes franchise fee ï does not have direct responsibility 

for operations of the public access channel but power to withhold the franchise 

fee provides power to demand performance to the channels representations and 

public expectations. 

Admin Assistant -1/2 

time 

Program Coordinator-

fulltime 

Video Producer and Anchor-1/2 

time 
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for Koochiching County.   Initial grant writing services will be provided by the city of 

International Falls. 

As the public interest in programming grows and increased demand for coverage 

grows, a video producer/anchor would be added to provide local news broadcasts 

and help the program coordinator with video production,  taping and management 

of the website.   Training interested citizens on how to use the equipment would 

also be a responsibility.   

 

A full complement of staffing will mean: 

Program Coordinator ïfull time 

Executive director ï ½ time 

Administrative Assistant ï ½ time 

Video Producer and Anchor Person ï ½ time 

 

Job descriptions are included in a separate section of the proposal.  Positions may 

be combined to provide a full time employment opportunity to one individual.   An 

organization chart is provided on the last page of this business plan. 

 

Initial wages for staffing were based on wage information shared by Beth Sundin 

George at Itasca Community Public Television.   While Itasca  Community Public 

Television provides health and retirement benefits, the staff of Koochiching County 

Community Television Station will only receive paid time-off until the operations 

can sustain the cost of these benefits.   Benefit packages might be affordable the 

the 6
th
 or 7

th
 year of operations, once expansion to Littlefork and Northome are 

complete.   Other revenue generating opportunities are being explored with Randy 

Thoms of Fort Frances where the televised bingo events of churches and non prof-

its generated revenues for their station.   This last idea is new to the plan and 

meetings will occur in March with Randy.   

 

Training of staff will be initially provided by staff at Itasca Community Public Televi-

sion, as was generously offered by their executive director, Beth Sundin George.   

Networking with other stations to learn about continuing training needs and sharing 

resources is key to providing affordable staff training.   
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3.   Operations  

a.    Production methods and costs ï please see flowcharts in a separate 

section of this plan that describes production methods. 

b. Quality controlðinitially, the cable commission would review quality of 

programming and take public input.  Eventually the board of directors 

would be responsible for overseeing the quality of public access channel 

programming and respond to concerns of the public.   

c.    Customer serviceð the Video Producer would be directly engaged 

with contract services.  The Administrative Assistant would be in charge 

of setting up appointments and an initial assessment of what equipment 

or service needs the customer needs.  The Executive Director would rep-

resent the peg channel to the public and act on behalf of the board in 

communicating the mission and goals.   The non-profit board of 

Koochiching County Community Television would be accountable to the 

public through the Joint Powers Board who can withhold funding of the 

franchise fee.   

d. Inventory control- Equipment for use by public would be locked under 

dual control ï so that two staff would need to be present in office to dis-

burse equipment.  A contract and a deposit would be required to cover 

loss or failure to return equipment. 

e. Product and programming development would be included in an annual 

plan as prepared jointly by the Executive Director and the board.  The 

Executive Director is responsible for managing the human and financial 

resources to execute the plan.  

4. Support Professionals  

  During the launching phase, the cable commission members as well as the In-

ternational Falls city attorney and administrator are acting as support.  Once the 

501c(3) is established, the non profit organization would engage its own account-

ant and hire professionals as needed.  Access to legal advice would be continued 

to be provided by the International Falls city attorney for the first few years. 

 

5. Licenses  

Licensing requirements are very limited as long as the public access channel 

does not rebroadcast copyrighted material.   The initial annual budget of $500 for 

licensing was viewed as more than adequate by Beth Sundin George. 

 

6. Logos and trademarks:    The management and board of the 501c(3) will 

develop a logo and trademark. 

The cable commission envisions a logo using a rivers theme but the identity of 

the non-profit needs to be developed by the board of directors with input from the 

public. 

 

7. Technology Requirements  

Technology is integral to our services and includes video and broadcasting 

equipment and a highly developed website.   
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P R O F O R M A   F I N A N C I A L  S T A T E M E N T S 

AND  

E Q U I P M E N T  L I S T  
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Assumptions for PRO FORMA STATEMENTS  

Revenue Assumptions      

Franchise fee income is based on estimate provided by Mid Continent 

Grants are awarded totalling $65,000 over 3 years    

Membership subscriptions support 22% of operations at break even point 

Fee for services at break even represent 173  hours of staff time 

Expense Assumptions      

2% cost inflator on most items      

Rent at Backus starts April 1      

Staffing includes:       

  1/2 time director at $20,800 annually     

  full time program coordinator starts at $12 per hour   

  half time  video producer and anchor at  $12 per hour 

  1/2 time administrative assistance at $8.50 per hour 

  Contract with Backus for     

   receptionist and phone coverage at first    

  wages increase at 2% per year     

  overhead on base salary is 10%    

  No health insurance or other benefits except paid time off 

         

Positive cash flow from operations generated in 2015   

Break Even occurs in 2015      

              

To build reserves, expansion of coverage will need to include  Littlefork and Northome and perhaps tower 
coverage through Minnonto. 

 

Littlefork franchise is with the same cable provider as International Falls, Ranier and county residents;  

except that additional equipment must be provided by Mid Continent so that we can broadcast to  

Littlefork.    Paul Bunyan is the provider for the Northome area.  Minneonto has 5 towers in the county  

and  we can put a transmitter on each tower but the equipment cost $10,000 per tower.    
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KOOCHICHING COUNTY COMMUNITY TELEVISION 

PROFORMA REVENUES AND EXPENDITURES STATEMENTS 

Year    

July to 
Dec 2010 2011 2012 2013 2014 2015 

Franchise Fee - International Falls 25,600 55,000 55,000 55,000 55,000 55,000 

Franchise Fee - Ranier  + County Residents 3,900 7,800 7,800 7,800 7,800 7,800 

Grants    30,000 30,000 5,000    

Memberships at average of $40  2,000 5,000 8,000 10,000 12,000 

  (number of memberships)   50 125 200 250 300 

Sponsorships at average of $250  2,500 5,000 7,500 10,000 10,000 

  (number of sponsorships)   10 20 30 40 40 

Contract Fees $75 per hour  3,000 6,000 10,000 12,000 13,000 

  (number of service hours)    40 80 133 160 173 

Total Revenues     59,500 100,300 83,800 88,300 94,800 97,800 

          

Facilities charges, rent lights and heat 6,300 8,200 8,364 8,531 8,702 8,876 

Telephone and Internet  300 600 612 624 637 649 

Staffing-includes taxes estimated at 10%       

Program Coordinator full time 13,728 27,456 28,005 28,565 29,137 29,719 

Executive Director  half time  22,880 23,338 23,804 24,280 24,766 

Video Producer and Anchor half time   13,728 14,003 14,283 14,568 

Administrative Assistant half time 2,000 4,000 9,724 9,918 10,117 10,319 

Website development   4,500      

Mileage Reimbursement  300 660 825 1,000 1,200 1,362 

Marketing and Promotion  2,000 2,000 2,000 2,000 2,000 2,000 

Insurance- Property and Liability 1,500 1,530 1,561 1,592 1,624 1,656 

Fees and Licenses   250 500 510 520 531 541 

Legal and accounting    1,000 1,000 1,000 1,000 

Office Supplies   1,000 250 250 250 250 250 

transfer to equipment fund  27,600 2,000 2,000 2,000 2,000 2,000 

Total Expenditures     59,478 70,076 91,916 93,808 95,759 97,707 

Excess or ( Deficit )     22 30,224 -8,116 -5,508 -959 93 

End of Year Cash Balance   30,246 22,130 16,622 15,662 15,755 

Operational Income (net of grants) -29,978 224 -13,116 -5,508 -959 93 

          

          

KOOCHICHING COUNTY COMMUNITY TELEVISION 

PROFORMA BALANCE SHEETS 

COMBINED FUNDS 
        2010 2011 2012 2013 2014 2015 

Checking Balance   22 30,246 22,130 16,622 15,662 15,755 

Equipment   27,600 29,600 31,600 33,600 35,600 37,600 

less accumulated depreciation -5000 -10000 -15000 -20000 -25000 -30000 

Total Assets     22,622 49,846 38,730 30,222 26,262 23,355 

           

Fund Balance     22,622 49,846 38,730 30,222 26,262 23,355 
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Equipment List for Koochiching County Community Television Cost   

            

Two Widescreen Sony Camera ï with audio inputs, tri-

pods, batteries    $1,500   

Multidisk        300   

Character Generator for quick translation 

of video ï     1,049   

Editing software ï Premier Pro was referenced as an ex-

cellent package.   800   

Modulator at location where there will be the live feed and a portable 

modulator for live feeds provided by Midcontinent 

Scheduling 

software       included in cablecast package 

DVD Player        350   

Quad core Computer for editing, manipulating cable cast and carousel sys-

tems and burning dvds.   3,000   

POD CASTING KIT       500   

Two server racks to hold equip-

ment      600   

Cablecast SX-LE Video Server (CBL-SXLE): 

$7795.00    7,995   

Carousel Bulletin Board (CBL-CG250): 

$3350.00     3,350   

Telephone Training (hourly) (SVC-PH-TRAIN): $90.00 

* 6 hours   540   

Microsoft Of-        500   

Master Remote Control-      1,000   

Spartan Blu -ray DVD/CD Series Duplicators LG Blu Ray 6x Drive 

1 to 1    1,016   

Accessories, such as camera cases, mi-

crophones     2,100   

Total broadcasting and production equip-

ment      $24,600  

Office Equipment, drapes, wastebasket, 
chair etc      3,000  

            

Total estimated equipment costs       $27,600  
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Executive Director 

 
Reports to:  Board 

 

Overall responsibility:  To plan and implement the strategies required to grow public access 

television across Koochiching County.  Oversees all operations, develops and monitors budget, 

anticipates funding needs and develops resources, represents the Public Access Television Sta-

tion to the public, develops partnerships across the county, passionate about civic and commu-

nity engagement, reports to the board of directors. 

 

Starting:  $20,800 

 

Classification:  Half- time position, salaried 

 

Key areas of responsibilities: 

 

Realization of Mission of Public Access Television which includes: 

 

Management of Staff  

Management of Financial Resources 

Establishing Internal Controls over Assets and management of those resources 

Resource Development  

Partnership Formation 

Board relations 

Community Relations 

Annual plan for growth with established targets 

 

 

Qualifications: 

Bachelorôs degree, preferred in business or communications with experience in telecom-

munications industry preferred 

Positive public appearance and attitude 

Management experience 

 

Skills: 

Can manage financial reporting and grant reporting 

Strong communication and organizational skills 

Self starter, initiator and planner 
.  
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Programming Coordinator 

Report to:   Executive Director 
 
Overall responsibility:  To provide daily cablecasts programming 
 
Wage:   $12/hr 
 
Benefits:   None but paid time off 
 
Term:   Full-time 
 
Schedule :  Varies  
 
Key areas of responsibilities:  

Schedule one public access television station  which includes coordinating  DVDs 
and digital files, establishing the schedules and inputting data into web-based 
programming (cablecasting) and TV Guide software    

Produce the weekly schedule and send it to the proper entities 

Serve as the key contact and trainer for the cablecasting system 

Maintain cablecasting, studio and video equipment 

Videotape and edit television programs  

Provide training for interns or volunteers in handling video equipment & accesso-
ries  

Keep accurate records 

Communicate well with supervisor, co-workers and the public 

Duplicate copies of programs as needed 

Help archive video tapes and non-timely video productions 

Develop website for public access channel 

Other tasks as assigned by the Executive Director 
 
Qualifications:  

Bachelorôs degree preferred or a AA degree in computer technology or related 
field. 

Reliable transportation and good driving record 

Flexibility in working hours (evenings and weekends included) 

Positive public appearance and attitude 

Dependable and punctual 
 
Skills:  

Ability to learn web-based applications and apply technology skills 

Some experiences with the use of digital video cameras  

Good writing skills  

Attention to detail 

Ability to manage several projects simultaneously 
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Video Producer/ Anchor 
 

Reports to:  Executive Director 

 

Overall responsibility:  70% To produce and edit PEG access programs in digital video format 

and 30 % IT maintenance and engineering  

 

Starting/Training wage: $12.00/hour, mileage reimbursed 

 

Classification:  Half time position 

 

Hours:  Varies Available for on-call work in the event of system failures  

 

Key areas of responsibilities: 

Producer: 

Produce and edit PEG access programs on digital video  

Duplicate programs as needed 

Communicate well with supervisor, co-workers and the public 

Keep accurate records 

Other tasks as assigned by the Executive Director 

IT Work  

Maintain internal domain server 

Research, troubleshoot and repair individual work station software/hardware issues 

Become expert on video editing systems and their maintenance needs.  

Help develop future IT purchases  

Install new hardware & software  

Maintain internal web page and improvements  

Work with programming coordinator on stability & upgrades of cablecast computer.  

Qualifications: 

Associate Degree in computer related fieldðbachelorôs degree a plus  

Proven experience in small business server management  

Strong knowledge of Microsoft products & troubleshooting  

Additional Microsoft, Adobe or other computer repair certifications a plus  

Video production, photography and/or audio/visual experience a plus. 

Reliable transportation  

Good driving record 

Flexibility in working hours 

Positive public appearance and attitude 

Dependable and punctual 

Skills: 

Knowledge in working with video editing software a plus  

Basic experience with a digital video camera 

Strong IT troubleshooting skills  

Good organization skills and attention to detail 
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Administrative Assistant 

 
Reports to:  Executive Director 

 

Overall responsibility:  Secretarial and receptionist duties for peg channel, assists the 

Executive Director 

 

Starting/Training wage: $8.50 per hour 

 

Classification:  Half time position 

 

Hours:  Varies but mostly afternoons 

 

Key areas of responsibilities: 

Meet and greet customers and public 

Schedule appointments 

Maintain regularly scheduled office hours 

Answer phones 

Prepare reports for board and executive director 

Prepare grant reports 

Maintain bookkeeping and budgets 

Control access to equipment 

Maintains check out system of equipment 

Other tasks as assigned by the Executive Director 

 

Qualifications: 

Dependable and punctual 

General office experience 

2 year degree in office management or equivalent experience 

Flexibility in working hours 

Positive public appearance and attitude 

 

Skills: 

Competent in Microsoft Office or similar office suite software 

Customer service skills 

Organizational skills 

Excellent verbal and written communication skills 

Self starter 
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FLOW CHARTS OF PRODUCTION METHOD  
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Key for Flow chart 

FLOWCHART OF PRODUCTION  


