
Date Revised: 10/7/2024 

STAFF Position Description 
Instructions: Complete this form for all staff positions. The form is also used to request a classification review of a currently filled position,
or to update a position description with no review requested. After completion of the form, a signed copy should be given to the employee (if 
the position is filled), one copy forwarded to the Office of Human Resources (.hrclass-comp@csun.edu/, and the original electronic version 
maintained by the department. [NOTE: This form is unlocked; you will need to Ctrl + Click to open links.) 

A. Action Requested

D Request a New position OR 181 Fill a Vacant position (Must initiate through online recruitment) 

□ Initiate a Classification Review for a filled position

Requestor: D Employee OR D MPP Administrator Name:

□ Update an existing position description (no review requested) 

D New Employee/Appointment acknowledgment of the position description (no review requested)
(Employee should be given full position description within one week of starl date) 

B. Current Information

Name of current incumbent: (if filled) Tammy Trujillo Employee ID#: 120009283

Or if vacant, name of previous incumbent: 

Classification Title: Public Affairs/Communications Job Code: Grade: Position #: 99738705
Specialist 10/12 Months 0802 

Working Title: (optional) 

Broadcast and Digital Media Coordinator 

Department ID: 10095 \ Department Name: Journalism

Lead (Staff lead, if applicable) Classification Title:
Name:

MPP Administrator/Department Chair Working Title: 

3 

FLSA Status: Exempt
(See link to CSU FLSA/Job Code List) 

\ Time Base:

Working Title:

(Reports To) Journalism, Department Chair 
Name: Stephanie Bluestein 

Please attach an org chart, if requesting a reorganization (current and proposed) (See link to Campus Org Chart) 

Is this a sensitive position as designated by the CSU? D Yes l8l No (See link to Sensitive Positions Table)

C. Position Purpose (Hint: Complete Section D. first and then summarize position's purpose; typically between 2 to 5 sentences)

Please briefly describe the primary function, nature, and scope of the position. 

1.0 

Under general supervision of the Journalism Department Chair, the Broadcast and Digital Media 
Coordinator directs the distribution of content produced in the department's radio, student news, 
and television facilities (newsrooms, control and broadcast studios) and oversees maintenance 
of broadcast, digital, social media, and other content in a multi-platform environment, including 
creation of procedures and systems to support students' work and enforce journalistic and ethical 
standards. Works collaboratively with faculty, students and technical and administrative staff 
prior to and during production times. Oversees online news and content provider services and 
initiates requests to department chair, physical and technology updates, and oversees student 
journalism contest entries for radio, television and digital. Per the Department Chair's guidance, 
oversees the Department's news media and production facilities (newsroom, ISO booth and 
recording studios in LA 380 and MZ 150 facilities) and programming in the station housed in The 
Soraya's Kurland Auditorium complex. Per the Chair's guidance, is responsible to monitor and 
request improvements to the news media and production. 

D. Major Duties
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