
 
 

Position: Interview Coordinator 
Organisation: PBS 106.7FM 
Location of Job: 47 Easey St, Collingwood 
Hours: 3 days per week (0.6 EFT) 
Pay: $50,000 (pro-rata) plus super 
Reports to: Program Manager  
Department: Music Department  
 
Since 1979, PBS has put its heart and soul into building a strong community of musicians, music 
lovers, music venues, businesses and members. The station exists to champion, nurture and grow 
Melbourne’s incredibly diverse and dynamic music community. It does this by broadcasting local and 
international music from gospel singing to jazz to death metal that is seldom, if ever, heard 
anywhere else. 
 
The PBS Interview Coordinator will work closely with PBS broadcasters and external stakeholders to 
create content that is relevant, engaging and informative for PBS listeners. This role will be a point of 
contact for music and arts industry representatives seeking editorial coverage on PBS and requires 
extensive communication and high level organisational and administration skills. The position will 
work closely with the Music and Interviews Coordinator and the Program Manager, and will be 
required to undertake other duties to support the day-to-day operations of the PBS Music 
Department.   
 
The Interview Coordinator will book on air interviews with musicians on relevant programs in 
conjunction with PBS broadcasters and will provide support, research and resources and other 
relevant background information as required.  The PBS Interview Coordinator will also take a role in 
the training of volunteers to record and edit material for broadcast. 
 
Primary Duties 
- Dealing with incoming interview requests from external stakeholders (record labels, publicists, 

distributors, tour promoters and festivals) and communicating relevant interview opportunities 
through to our broadcasters to schedule interviews across the program grid 

- Maintaining interview diary and other databases 
- Communicating interview schedule through to staff and broadcasters via e-bulletin, online and 

other PBS communications 
- Assisting when required with research and interview preparation for broadcasters 
- Panel operation, audio editing and recording of phone and in studio interviews when required 
- Provide training support for PBS volunteers to learn how to effectively self-record and edit 

material for broadcast  
- Supporting the Music and Interviews Coordinator in the day to day operations of the PBS Music 

Library when required, including the allocation of new music (when required) to relevant 
announcers 

 
 
  



 
 

Position in context 
- This role will work closely with PBS Music and Interviews Coordinator and library volunteer team 

in the PBS Music Library 
- The Interview Coordinator will work with the PBS Marketing team to supply relevant information 

to promote on air interviews on the PBS website, social media pages and other promotional 
materials 

- This position will also liaise with the Sponsorship team regarding on air giveaways and prizes in 
conjunction with interviews and fundraisers 

- This role will require working with interns and volunteers and will be required to train volunteers 
and other broadcasters on PBS systems, policies and procedures  

- The Interview Coordinator is required to assist the PBS Music and Interviews Coordinator in 
fulfilling departmental needs 

 
Selection criteria 
1. Strong communication skills, written and verbal  
2. Music knowledge across various genres 
3. Experience training and working with volunteers  
4. Experience working in the music industry and/or the community broadcasting sector 
5. Ability to organise and maintain multiple tasks, projects or demands in a high pressure 

environment to deadline. (Please provide examples) 
6. Strong administration skills and experience with Microsoft Office with the ability to learn and 

adhere to existing internal processes 
7. Proven experience in scheduling and timetable management  

  
Desirable 
Experience in basic audio production & editing  
 
Hours of work 
This role is part time (3 days), which is to be completed within office hours, from 10 am – 6 pm 
Monday to Friday. Flexibility exists within the structure of PBS for these hours to be spread across 
the working week. 
 
Some additional hours may be required from time to time, and the Interview Coordinator may be 
required to occasionally take/make phone calls and/or emails after hours. 
 
Applications by COB Monday March 4, 2019 addressing the selection criteria, along with CV and 
three referees (who won’t be contacted without applicant’s prior knowledge) to Mara Williams, PBS 
Volunteer Coordinator via hr@pbsfm.org.au or in hard-copy to: 
 
Mara Williams 
PBS 
P.O. Box 2917  
Fitzroy, MDC 3065 
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