ARKANSAS STATE UNIVERSITY

SPORTS INFORMATION OFFICE

P.O. Box 1000 ° State University, Arkansas 72467 e 501-972-2077

Jerry Schaeffer, Director
Gina Bowman, Assistant

February 16, 1983

To Whom It May Concern:
In 1979 a representative of the state Labor Department visited the Sports
Information Office at Arkansas State Unlver51ty to wrlte Offlclal job descriptions
for those employed in that office. 5

In 1980 her report was issued, and it resulted in the state legislature
authorizing for ASU the position of Sports Information Specialist--a new
position-~for the work done by the person in the Clerk—Typist role in that
office. :

Because of this action, and because of an ever-increasing demand for improved
media relations, please consider this a formal request that the second full-time
position in the Sports Information Office at ASU be given the state-approved
title of Spcrts Information Specialist. This would make the title of the job
equal to th: job's duties and responsibilities.

Dr. J.W. Mason, personnel director at ASU, has confirmed that this position
exists on the state job classification chart for ASU, that it is being funded
as such, and that no one currently occupies the positlon.

The person who has been filling that role for the past seven years, Gina Bowman,
meets all the qualifications for that position. She has a bachelor's degree

in journalism and has working newspaper experience. Therefore, it is appropriate
that she be given that title.

Please give this request the fullest consideration. Thank you kindly.

Sincerely,

\

ry. S¢haeffer
Sports Information Director
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POSITION DESCRIPTION | .

Position No./Item No. I OPM 045
Class Code }
1. e, Last Name Firsc Middle Initial i, A : { {

A3, . - Agency/Inscitucion

et SO, Regina b _ | srkansas State University

[
H

Official Title o Positian $. Division or College

. Clerk-typist I

o Athletics
Usual Working Title of Position 6. Scction or Cther U i
. tof D S
Sports Information Specialist it
RPN T reTe ‘ Sports Information
. Regular Schedule of Hours af Work 7+ Place ul Work or Headquarters (Room Mo, & 2idg. Mame)
Lo From To + .o : Indian Fieldhouse
“on. Total Hrs. per Wk. _4N_G0) 8. Is your work ﬂ Fuu-Tm\:?BP:rt-Timﬂ—] Temoporary!
Tues. Expiai i i -
—vartet plain rotation of shifts, if any: ; .
Wed. it = - Y dEpEﬂding gl If work {s part-time or Temporary, indicate part of year or
s Gpon athTeFTe— proportion of full-time:
Fri. scheaules = K ; 9. Do you receive 30y mamntenance (room, ateats, laundry, e¢t¢.) in
Sar. L addition to your cash salacy? D Yes 3 No
. 3 iyt " Explain: :
Sun. Hrs. of “On-Call ™ Time S
Length of Lunch Pesiod per Wk, 25 e

10. Diserid: Selow in detail the work vou Jo. Use your own words,

T
and'fiilke your description 10 clear that pers i 1 <<
. stand whzat you do. Atrzch szditiona! sheers if aecussary. L33 Y P atigsrionsunamUr with vour work can unoer

i
a

7TivE | WORK PERFORNMED 3 ' |

[NOTE: All of these duties are under supervision or assignment from
sports information director, and therefore, throﬁgh;his”teaching, 1
must be prepared to handle daily functions of: sports information offic
when he is away from the office, on the telephoﬂe, in conference or ou
of town on business.

T o

Y A
ol

These services aré required of me in all 3port55(boﬁh men and women):
must provide professional services to medla®at a¥kl athletic. events
including accurate statistical information, background Information, tefm

rosters, records, etc.; provide play—by play account and/or statistical =
work; occasional public address work at certain athletlc functions;
offer assistance to visiting media; be prepared to answer any and all
questions concerning Arkansas State and its athletic programs; solve
problems which could arise during operation of press box; interpret
statistics; am required to attend ALL home athletic contests for men apd
women and make certain road ‘trips when nature and prominence of event
require’ additional background or coverage (sueh as ASU-Alabama football
in- 1982); ailds Sports Information Director in screening and distributipg

press and parking passes. to media; arrange interviews for media repre- e
sentatives by setting up interviews through personal contact or by telp-

phone; must coordinate times.and places for interviews and make necesspry
introductions of athletes/coaches to media; often offer suggestions to
writer or radio/tv interviewer for feature material and questions for
interview; offer background information and current statistics on
coaches and athletics; occasionally entertain and provide extra servicps
to visiting media--provide transportation; arranging and confirming motel
accommodations; accompanying visiting media to interview site (stadium,
coaches' offices and sometimes coaches' homes); assist media in interviiew

_______3ixua£igna_iggggggg_up or holding lights, carrying equipment, etc.) SEE ATTACHED SHEE
, (LanrK performed cov

b Name sid Tiile of Yaur | NINCLLLE SapenNhar!

- Jerry Schaeffer, Sports Information Director
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1J. Machinet or eyvioment used fegularly in your woek. Give per cent of fime INENt 1N QDErion af each:

Mimeograph machine - ; %« %l 3MVRC Remote Telecopier 5%
—Spixrit Duplicating Machine L __*| Video Display Terminal 0.5%
—Jypewriters (manual and IBM Selectric)| 20 = Mai 1 =
14, What we (ne e and ext

Sports ;{'fomatfgﬁ‘ﬁ’fl‘:"ggﬁh?" ﬁ's'?f{fé'ﬂg"ﬁg“fﬁmétart and complete.any job assigned

to me or jobs taken upon my own Initiative.

15, What sre naente and exiend of the sheck or reviow of your work?

16, Describe Your conlacts ‘?ita.;?n“;;’fanmgfnlg&ﬁagéws": u;iasﬁ..a?{fengl’anii%agglg HPl; réq{.:ézuugcﬁc "
Personnel ) ' > student labor, contacts with sSchool newspaper, etc.
dept. ——ofce—Admissions==cancerning recruiting of gtudents: public relations-—concerning all PR for
labor = ogram bids:

CZER certify thae the sbove answees are My own and are accurate and complete.

(zggACHED Dits —&Mﬂﬁ:ﬁ— 1943 :mpnayms:mm.ﬂgm 4 é Bownan—

SHEET) STATEMENT OF IMMEDIATE SUPEZVISOR

No. llﬂ . 17. Comnient on statements of smpioyee. [ndic3te 1Ay exceptions or =dditions.
— ns_are accurate

DL e E;l”;‘:‘t::?:’:ll.:;emt’:‘hig °"t'ﬁ'f§’“36§!"€f8h“'°t’>‘é upgraded to the role of Sports Information-Special
' 3 ' :tsEl: as_authorized by the state classificatlion system. In Tecent years 1T has beronT

and responsibilities brought about by
admin ation and the pe nedia we

20. Doetnu position involve snomnandg? SEE ATTACHED
X No

[ e 7 SHEET No- [8
B Yea = Givs % of time spent in typing % G’\Y" - Give % o!‘ﬂm‘= sumrﬁ uk)yg shonh:nd. b3

Date 2 ‘-/é_“' 53 Immediate Supervisor's Signature —HLM&-—
STATEMENT QF AGENCY DIRECTOR/INSTTITUTTON HEAD OF DES IQN.-‘.T"'D RAB A ?77,1.477{{;3
B == e s T i

21, Indicate the qualificatlons: which you (hink shouid be required in ﬁllin; 3 (uture vecaney in this position. Keep the position itself |n mind cyther
than tlie qualificazions af che individual who now oceuwics it. Ere

5 Minimum Ouali:‘nc:tisg"‘r'a | Deniranie Qualificzions
Education - Seconusr: :

Education . Postsecondary : BﬂChEIQz' g Degree <

.2 , -Newspaper, Radio-TV
- Expericnce. length in years .
4nd {ypa: % Rllh]dﬂ Rﬂ]ﬂtinnﬂ

lve tyming?

(1.2

3 o
Llcenses, ceruificaces. or
feRistration: NOIIE
Spcerat knnwledees,

Aoilities 3nd shalls:

1 Sports

-

11. Commeni on (Ae 300ve statements of the employee 3nd thy wpcmncl_'; !

Indicate any insgoucacies or itstenient wath waich you Jisazrev.
4
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WORK PERFORMED CONTINUED

Writing: must demonstrate.ability to write creatively (qualifications include
bachelor's degree in journalism and writing experience of 7 years in SID office,
stringing work for Little Rock and Pine Bluff newspapers); accept assignment
from sports information director and follow through from conception of

feature idea through interview, preparation and writing of story (story is

then submitted for SID approval, typed, ‘duplicated and prepared for mailing

or the telecopiler). &5

Publications: Plan and design some athletic programs, promotions and press
publications. This requires compilation and editing of information to be
used in publication. Publication 1s then created out, laid out (by arranging
for artwork, graphics, type selection, arrangement of photographs, etc.);
Must see project through from conception of idea to coordination with

printer and okaying for final printing (through proofreading, editing, making
necessary changes, etc.).

Miscellaneous: Must be responsible for updating cumulative statistics
immediately following each athletic function; maintenance of up-to-date
records and research (background) material on each athlete (both past and
present) as well as on all coaches; must assist sports information director
in planning and coordinating press conferences by collecting necessary
background research, duplicating enough copies for attending media, briefing
media, etc.)¢ public relations and promotional work for the ‘University;
supervise and oversee (assign and monitor work) student labor (3 students);
constantly work to maintain working knowledge of each sport, including
basics, rules, rules interpretation,:have ability to make judgement calls
concerning statistical calls, etc.) .ja

No. 16 (continued) -~- Outside organizations: Media (Local, statewide, and some
out-of-state); commercial businesses (to sell advertising and
promote athletic functions, etc.) :

To the general public: must show willingngss to share and sell
ASU's athletic programs to the public.’ My personal belief is
that ASU's athletic teams belong to the genmeral public and it is
my responsibility to inform them——either through the media or as
an "on-the-street'" citizen of ASU!s accomplishments, hopes,
evaluation of play and strategy, how "we" did, how "we" might do,
the future, the past--in short, whatever the‘general fan is
interested in knowing or discussing. Therefore, both the sports
information director and I are "on call" practically 24 hours a
day.

No. 18 (continued) -- service, that a second position in the Sports
Information Office be permitted. Because the SID is required to

be out of the office frequently, it is necessary for the good

of the university's public relations efforts, that there be a second
person able to carry on the functions required. Case in point:
while' the SID was out of town attending an official function, it
was necessary to announce and publicize the extension of a head
coach's contract. Only because the person now in the clerk-typist
role in the SID office has a degree in journalism and has

performed the SID duties for severdl years was she able to handle
this task to the fullest capability. Tc meet the ever-increasing
demands of what has become a more sophisticated electronic media,
it 1s necessary to reclassify the second position in the SID office.
Doing so will eliminate the possibilities of the university missing
out on some valuable, timely publicity.
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