ARTICLE 12: APPLICATION AND APPOINTMENT OF THE EXECUTIVE STAFF

Section 1.  Selections for the exec staff shall be held in the Spring of every year.  At this time all positions on the exec staff must be opened up to all interested and eligible candidates as specified in Article 12, Section 2.  The exec staff may not promote form within without first opening all positions to candidates.  The selection process must be conducted openly and all candidates must be truly considered.  It is absolutely necessary that year-end selection is a true review of existing staff who are reapplying as well as new applicants.  The exec staff must guard vigilantly against a situation in which new applicants are not seriously considered for positions which former exec staff members want.  

Section 2.  In order to apply for a position on the exec staff, the applicant must have worked at WBAR for at least 2 semesters, which includes the semester during which the selection is held, as either an exec staff member, a DJ, a substitute DJ, or an intern.  An exception to this rule may be made by a majority vote of the exec staff.  

Section 3.  In order to apply for exec staff, all candidates must complete an application created by the current exec staff, as well as be interviewed by all exec members not competing for the same position.  

Section 5.  All other positions will be chosen by an interview by current exec staff.  In the event of difficulties, the College Activities advisor may be brought in to help the decision process.  

Here are the descriptions of staff positions taken directly from the WBAR constitution:

Section 7.  The General Manager is responsible for the following:

1) She is the titular head of the station; as such she represents WBAR to the student body and the administration of the College community.

2) She is responsible for overseeing the general workings of the station and for supervising all members of the exec staff. 

3) She is responsible for calling and governing of exec staff meetings.

4) She is to meet with the College Activities advisor to communicate happenings and get resources.

5) She is responsible for working to get more resources for WBAR.

6) She is responsible for overseeing all events, even if she is not the event coordinator.  

Section 8. The Assistant General Manager is responsible for the following:

1) Meeting with the General Manager on a weekly or bi-weekly basis, as they see fit

2) Being present at all WBAR events to assist the General Manager and Event Coordinator in overseeing the event and coordinating staff involvement or participation

3) Assisting the General Manager and Personnel Director in creating the semester's DJ schedule, calling all djs, and any other task the General Manager or Personnel Director may need assistance with in coordinating the scheduling process

4) Assisting the General Manager in tasks to be determined by the managing style of the General Manager, clearly outlined and agreed upon in the collaborative weekly meetings between the General Manager and Assistant General Manager

5) Recording and emailing meeting minutes from executive staff and general meetings

Section 9.  The Event Coordinator Is responsible for the following:

1) Coordinating the events of WBAR, Including using and updating the WBAR event checklist, setting up and running event committees, and filling out all necessary forms.  This Includes delegating and being responsible for the coordination.

2) Coordinating the rent-a-dj program, Including filling out the rent-a-dj checklist and acting as the rent-a-dj liaison.

Section 10.  Each music director is responsible for the following:

1) S/he shall serve as a liaison between various record labels, promotional companies, and other contacts to the music industry and WBAR.

2) S/he is to act a s a liaison between the exec staff and the DJs by contact through email, phone calls, listening parties, and planning social events.  S/he shall also encourage and organize DJs to come and help do station maintenance such as cleaning, alphabetizing, filing albums, and other tasks. 

3) S/he is also to report weekly to our trade magazine, College Music Journal, and/or other appropriate charts.

4) S/he is also responsible for receiving promotional items for the station and filing them in the music library and back catalogue shopping each semester.

5) S/he will also need to plan musical events in their respective departments as well as help other staff members plan events.

6) S/he is responsible for arranging on-airs and Interviews.

7) S/he is responsible for moderating any and all applicable lists, including the wbarrock list and other lists.

Section 11.  The Personnel Director has the following responsibilities:

1) S/he should formulate and maintain the broadcast schedule.

2) Recruiting and training DJs should be coordinated by the Personnel Director.

3) S/he is responsible for editing, updating and distributing the Staff Manual, in conjunction with the Technical Director.

4) S/he is responsible for any disciplinary issues regarding the DJ staff.

5) S/he is responsible for making a phone list and email list of all exec staff members, DJs, interns and substitute DJs.  

6) S/he is responsible for dismissing members of the DJ staff for the breach of rules in the Staff Manual following the procedures in Article 14 Section 1.

7) S/he is responsible for ensuring that every DJ has been trained and has a knowledge of all rules and regulations.

8) S/he is in charge of sending around messages to staff and keeping them informed.

9) S/he should be available and approachable as an alternative to the General Manager if the General Manager is not available or the person would prefer not to approach the General Manager.

Section 12.  The General Promotions Promotions Director is responsible for the following:

1) Promoting and publicizing WBAR on campus and city wide

2) S/he must publicize the DJ application in the fall and spring, WBAR's birthday (April 1, 1993) and arrange for banner space each semester.

3) S/he must also make the program guide and distribute it each semester.

4) Organizing ad hoc promotional activities such as flyering and attention gathering spectacles to be carried out in the greater metropolitan New York area.

5)  Forming and maintaining relationships with record stores and businesses, which may include posting of WBAR’s weekly top 10 lists and distribution of program guides.

6) Contacting email lists, bulletin boards, web pages, etc. with WBAR events and information

7) Helping plan and promote concerts on campus.

8) Working with the Community Affairs Director to arrange and coordinate WBAR concerts and events 

9) Assisting the Music Directors or the Community Affairs Director in contacting musicians and promoters to arrange on-air performances and interviews and likewise promote them.

Section 14.  The Community Affairs Director is responsible for the following:

1) Maintaining contact with student groups, external non-profit groups, and University administration to create and update Public Service Announcements to be aired by DJs.

2) S/he is also responsible for recording and posting the minutes from the exec staff meetings, unless this is delegated to another exec staff member.

3) Maintaining the WBAR Events Calendar database which will contain WBAR events and meetings, interesting on-campus events, and notable off-campus events.  The WBAR Events Calendar database will be viewable in two forms: electronically on the WBAR website, and physically in the station’s Event Calendar notebook.

4) Contacting and maintaining relationships with NYC venues at regular intervals to arrange for promotional ticket giveaways.  Shows which WBAR receives free tickets for will be listed in the WBAR Events Calendar database.

5) This position allows for expansion into coordinating the digital production of PSAs, maintaining news coverage of campus events, and bringing interviews to the station.

Section 15.  The Technical Director has the following responsibilities:

1) The Technical Director along with any interns are responsible for the physical maintenance of the station's equipment, including periodic testing of all broadcasting equipment and office equipment.

2) S/he is responsible for dealing with any damage or malfunction, including any remote equipment used to maintain the carrier current and all internet audio streams. In the event of damage beyond her or his control, to contact and assist the appropriate repair services and ensure that the station remains on the air.  

3) S/he is responsible for monitoring the encoding process of the streaming audio via a Virtual Network Console (VNC) or other 
method.

4) S/he is responsible for any necessary communication with the Columbia Center for New Media Services (CCNMS) regarding the space occupied on the media servers by the WBAR streaming audio.

5) In order to prevent abuse of the equipment, the Tech Director helps the Personnel Director in coordinating and training the exec staff to train DJ staff.

6) S/he is particularly responsible along with the rest of the exec staff to maintain the security of the station, its music library, and all other property of WBAR (maintaining the alarm system and locks).

7) Helping the PSA/News Director and DJ staff to create station ids, PSAs, and show spots.

8) S/he is responsible for working with the General Manager on acquiring new equipment, and possible fundraising for pieces of equipment.

Section 16.  The SGA Treasurer is responsible for:

1) The fiscal operation of WBAR.  S/he shall represent the station along with the General Manager in all fiscal matters to the SGA.

2) S/he is responsible for the formulation of a budget in April of each academic year which shall be approved by a majority vote of the exec 
board.

3) S/he is responsible for applying for funding from other sources, 
Columbia College, contingency funds and the like.  

4)  S/he is responsible for the completing the monthly SGA reconciliation.

5) Also, S/he is responsible for assisting the General Manager

Section 18.  The Web Director is responsible for:

1)  S/he  and any interns and assistants are responsible for the maintenance of the appearance and content of the WBAR web site.

2) S/he is responsible for dealing with the 'wbargroup' UNIX group regarding all permissions to the files in the WBAR server directory.

3) S/he is responsible for any necessary communication with Columbia University Hostmaster or Network Solutions Hostmaster regarding the domain name 'wbar.org'.

4) The Web Director is responsible for assisting the DJs and staff with any technical needs, such as web authoring and department web pages.

5) S/he is responsible for listing WBAR's web site on the Internet.  This

can include, but is not limited to, search engines, compilations of college radio sites, links from other college radio sites, streaming audio sites,. Finally, the Web Director is responsible for any updates, revision or growth of the web site as the WBAR station as a whole grows.

6) S/he is responsible for the technical maintenance of the list-serves.

STATION SUPERVISOR

The station manager will be responsible for the physical maintenance of the station. S/he will be in charge of organizing the station in order to create a space that can be used comfortably by both DJs and executive staff.  S/he will help the Events Coordinator with various fundraising tasks, such as scheduling WBAR’s Rent-A- DJ program.  S/he will also work with the General Manager and Assistant GM to determine Supervisor specific tasks throughout the semester.  

