
Job Posting Template 

PEOPLEMATTER JOB TITLE (How it will be displayed on job site): 

GRAY JOB TITLE (Reference Position Code List & any special departments): 

POSITION CODE: 

FLSA STATUS:  Exempt (Salaried)     OR            Non-Exempt (Hourly) 

REPORTS TO: 

LOCATION (List the satellite location if applicable): 

ABOUT GRAY TELEVISION: 

Gray Television supports local community interests by providing quality television broadcasting and exceptional 
service in each market we serve. Gray owns and/or operates television stations and leading digital properties in 91 
television markets including the first or second highest rated television station in 85 markets. We are an 
unmatched broadcast pioneer that keeps getting bigger and better. 

We constantly strive for excellence. Through upgrading to the latest technology and seeking new ways to stay on top 
in our markets, we focus on training and development of the best and brightest employees in the business. 

ABOUT STATION: 

JOB SUMMARY: 

GENERAL RESPONSIBILITIES (Use bullet points & Listed duties): 

QUALIFICATIONS: 

DEPARTMENT:

STATION:

If Location is not listed in drop down please list here: _____________________



ADDITIONAL INFORMATION: 
Please apply online at https://gray.tv/careers#currentopenings 

Gray Television provides equal employment opportunities (EEO) to all employees and applicants for employment 
without regard to race, color, religion, sex, national origin, age, disability or genetics. In addition to federal law 
requirements, Gray Television complies with applicable state and local laws governing nondiscrimination in 
employment in every location in which the company has facilities. This policy applies to all terms and conditions of 
employment, including recruiting, hiring, placement, promotion, termination, layoff, recall, transfer, leaves of 
absence, compensation and training. 

Gray Television expressly prohibits any form of workplace harassment based on race, color, religion, gender, sexual 
orientation, gender identity or expression, national origin, age, genetic information, disability, or veteran status. 
Improper interference with the ability of Gray’s employees to perform their job duties may result in discipline up to 
and including discharge. 
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	Exempt Salaried: Off
	NonExempt Hourly: On
	Text1: Advertising Sales Assistant
	Text3: ABS1TU
	Text4: 
	Text6: KTUU in Anchorage, Alaska's #1 News station, is seeking a sales assistant to provide support to KTUU's sales management team and department. KTUU is committed to providing local news to the consumer wherever and whenever they consume news: on-air, on the web, via news and weather apps, and mobile. The KTUU sales department works with clients presenting proposals and opportunities to advertise. KTUU an NBC affiliate is our primary station along with KYES, MyNetwork, and two sub channels NTUU (Justice) and NYES (Antenna). KTUU has a reputation of excellence built over the past 60 years. The KTUU brand inspires confidence, loyalty and trust with both our audience and clients. Our staff also understands the importance of the station's role in the community and embraces our core values of integrity, communication, adaptability, responsiveness and excellence.
	Text7: The Sales Assistant works primarily with Account Executives and management in a variety of ways. Key responsibilities include but are not limited to ensuring television commercials are placed and aired correctly, creation and execution of online advertising campaigns on a variety of digital platforms, and creation of sales materials to be used in the market.  The Sales Assistant is also relied upon to produce and facilitate station campaigns that show on the air and online.  Some public interaction is required. The ability to work together in a team environment and multi-task over a variety of responsibilities at one time is needed. Creative in thought with attention to detail and accuracy in numbers will be needed in this position. Position is Monday-Friday 8 hours a day for 40 hours a week. Hours are 8:30am to 5 or 5:30pm. Minimum overtime is required. 
	Text8: •Assist with order entry – WideOrbit, DFP, Google, Facebook, and Snapchat ad dashboards and other programs. • Assist in creating marketing materials for sales presentations and marketing materials with the use of PowerPoint plus maintain the documents on the shared sales drive. • Maintain and update television program inventory in WideOrbit Media Sales • Provide Account Executives with status reports on digital ad campaigns • Produce and maintain the weekly distribution of programming calendars and prime calendars • Assist in the offer process with clients to negotiation make-goods for national and regional accounts • Back up the traffic coordinator position as needed with material instructions, logs and other daily tasks • Order entry for promotional efforts for digital and television
	Text9: A strong candidate will have the ability to get along with others and maintain effective interdepartmental relationships. Creative thought is a must, with the ability to build proposals and other sales documents for distribution. Skills in PowerPoint and Excel are a must. Experience with Prezi or Canva is preferred. The candidate must be able to work in a deadline driven environment with strong attention to detail. 
	Department: [Sales]
	Station: [KTUU]
	Text10: 
	Gray Position Title: [Administrative Assistant H]
	Location: [Anchorage]


