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[bookmark: example-of-production-services-job-description]Example of Production Services Job Description
Our growing company is hiring for a production services. We appreciate you taking the time to review the list of qualifications and to apply for the position. If you don’t fill all of the qualifications, you may still be considered depending on your level of experience.
[bookmark: responsibilities-for-production-services]Responsibilities for production services
· Follow best practices for clean-room environments
· Performs verification of reports
· Determines and corrects minor machine malfunctions, and provides daily preventive maintenance to equipment
· Stocks supplies to maintain equipment maximum efficiency
· Utilizes computerized equipment and other related equipment to record and enter, store and retrieve information
· Resolves discrepancies and communicates with a variety of administrative and professional employees within and outside of the company
· Provides input in identifying critical issues and introducing new concepts
· Lead weekly project status meetings with the Creative Services team
· Participate in client status meetings and serve as the liaison for the Creative Services team
· Manage all elements of production, including cost estimates, production schedules, vendor management and billing
[bookmark: qualifications-for-production-services]Qualifications for production services
· Experience and advanced knowledge of Microsoft Office (PowerPoint, Word)
· Proven Mac proficiency using Adobe Creative Suite (InDesign, Illustrator, Photoshop)
· Basic experience and knowledge of digital print production
· Entry level position with up to two years of TV/Film experience
· Working knowledge of video, audio and lighting equipment
· Proficient in MS Office (Word, Excel, Power Point), Photoshop, Illustrator
