
ACT-IAC Media Production Associate 

The Media Production Associate will be responsible for the production of the ACT-IAC Podcast 

series, our monthly ACT-IAC Radio Show, webinars and supporting special projects such as 

television show partnerships with local media companies. This position is a part of the ACT-IAC 

Events and Marketing Team, and will work directly with the CEO and other parts of the ACT-IAC 

organization.  

 

Overview of Position 

ACT-IAC is looking to build on its strong media presence with the creation of a podcast, a radio 

show and other media opportunities. The most qualified candidate will have experience in 

producing podcasts and/or radio shows and webinars, as well as experience working with 

teams. 

This position reports to the Senior Director of Events and Marketing and is a full-time position 

available immediately.   

 

About the American Council for Technology (www.actiac.org) 

The American Council for Technology (ACT) is a 501(c)3 public-private partnership established 

to advance government through collaboration, education and action. The ACT mission is to 

advise and educate government on how to improve its operations and services to citizens 

through the use of information technology. The organization fulfills this mission by providing 

educational opportunities such as conferences, forums, program events and Communities of 

interest (COI) activities, as well as professional development and other collaborative 

opportunities of value to the government IT community. The bedrock of ACT-IAC is enabling a 

trusted environment of collaboration between government and industry professionals. ACT-IAC 

is a member-driven organization, with private companies participating in the organization 

through the payment of annual dues to the Industry Advisory Council (IAC). Staff and member 

volunteers work closely together as partners to achieve the mission. 

 

Duties and Responsibilities 

 Go-to team member for podcast production, which may include assisting in script 

development, editing and mixing interviews with music and other audio elements using 

tools 

 Coordinate with Director of Marketing for accompanying visual elements for  podcast 

and webinars 

 Create and manage production and delivery timelines for the podcast and radio series 
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 Produce a weekly podcast series and a monthly radio show 

 Record, edit, and publish each podcast; including post-recorded content 

 Prep guests for recording  

 Work closely with the Senior Director of Corporate Development on webinar content 

and design 

 Serve as technical director for ACT-IAC webinars 

 Identify existing internal podcasting opportunities across the association 

 Actively work to ensure that a diversity of content is selected for the podcasts and the 

radio show 

 

Knowledge, Skills, & Requirements 

 Successful candidates will hold a Bachelor’s degree plus 1 -2 years of experience 

relevant to the requirements of this position 

 Experience working with membership associations is preferred, however all experience 

will be considered 

 Must possess the ability to work independently with little or no direct supervision and 

ability to exercise sound judgment 

 Must be team and service oriented 

 Most possess strong interpersonal, collaboration, and communication skills 

 Must be able to multi-task, be detail oriented, have strong organizational, and project 

management skills 

 Must have the ability to script and edit  

 Comfort coaching guests through a recording session 

 Proficiency with studio and field recording equipment and hardware 

 Knowledge of sound recording and the ability to troubleshoot  

 Pleasant recording voice for recording spots or commercials 

 Experience with Zoom, On24, and BuzzSprout a plus 

 

ACT-IAC is currently working virtually as we ensure the health and safety of our employees and 

members. Post-pandemic, the position may require at times travel in the Metropolitan 

Washington area to attend meetings or programs and occasional overnight travel.  

To apply for the position, please email your resume, cover letter, and salary requirements to 

recruiting@actiac.org . Further information about ACT-IAC is available on the website at 

www.actiac.org. No phone calls please. Salary requirements are necessary for consideration.  
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