
 

   

 
Traffic Coordinator  

 
The Virgin Islands Public Broadcasting System has an opening for a Traffic Coordinator 
position on St. Thomas. The successful candidate will be responsible for ensuring that 
program logs, record schedules and all other pertinent traffic information is transmitted 
for the station’s programming for radio and television using Protrack and the System’s 
radio traffic software. 
 

Duties and Responsibilities: 

 Works in Protrack to generate accurate logs for distribution; 
 Compiles broadcast schedule logs and compiles and checks daily program logs; 
 Revises daily program logs and record schedules for radio and television; 
 Distributes weekly satellite and local program record schedules; 
 Prepares and distributes programming labels to identify tapes;  
 Prepares and maintains traffic related shipping, delivery and receiving records; 
 Verifies and files signed Master Broadcast Logs; 
 Establishes and prepares alternate broadcast schedule in cooperation with 

Programming Manager; 

 Maintains the Protrack System in order to ensure accurate and timely flow of 
traffic information is transmitted between areas of the station;  

 Maintains shipping schedule for out of house tapes; 
 Keeps the Programming Manager advised of pre-feeds, tape conditions and other 

matters related to traffic; and 

 Assists with other station activities as assigned by the Programming Manager. 

Qualifications: 

 High School Diploma or equivalent;  
 1-3 years administrative experience in communications, television or a 

broadcasting environment; or any equivalent combination of experience and 
training that provides the required knowledge, skills, and abilities to perform the 
job; 

 Knowledge of Protrack or the ability to learn quickly; 
 Computer literate in Microsoft Office applications; 
 Ability to grasp new concepts and software quickly; 
 Ability to sit and focus for extended periods of time; 
 Good organizational skills and detail oriented; and 
 Excellent communication and interpersonal skills. 
 

Other Requirements: 
 
 Ability to lift 30 pounds; 
 Ability to drive a vehicle and must have a valid USVI Driver’s License; and  
 Ability to use general office equipment.  

 



 
Interested applicants should submit a cover letter, resume and three (3) current 

professional letters of recommendation by July 19, 2018, to: 
 

Diane C. Richardson, PHR 
Human Resources Director 

Virgin Islands Public Broadcasting System 
P.O. Box 7879 

St. Thomas, VI 00801 
drichardson@wtjx.org 

 
Virgin Islands Public Broadcasting System is an Equal Opportunity Employer    


