
 

 

 

 

 

 

 

 

 

 

 

 

Unit 9: 
Employability & Career Development 

Preparation for the NOCTI 
Broadcasting & Journalism Exam 

 



Media is a fast-moving industry — and landing a job in it takes more than just technical skills. It 
takes preparation, professionalism, and a clear plan for how to grow. Whether you're applying 
for an internship, building a reel, or preparing for your first job interview, the habits you build 
now will shape your future success. 

This unit helps you get career-ready by covering the essentials: how to write a strong résumé 
and cover letter, how to present yourself in interviews, how to build a personal brand, and how 
to develop the soft skills employers look for. You'll also explore freelancing, networking, and 
lifelong learning — all key parts of thriving in media over time. 

No matter where you start, your ability to communicate clearly, show initiative, and keep 
learning will help you stand out. 

This unit represents approximately 5% of the total exam. 

 

Section 1:  Unit Vocabulary 
 


���� Term:  Adaptability 

Definition: 

Adaptability is the ability to adjust to new conditions, roles, tools, or workflows. In media 
and broadcasting, technology and assignments often change quickly, and adaptable 
professionals are able to shift gears without losing focus or productivity. 

Example: 

A student producer plans to film outside, but unexpected rain forces the team indoors. 
They quickly revise the script and shoot using the green screen studio instead. 

Why It Matters:   

Media careers often require flexibility in fast-changing environments. Being adaptable 
helps teams stay on track and handle unexpected problems.  On the NOCTI test, you 
may be asked to identify a quality like adaptability in a workplace scenario or choose 
how a media professional should respond to a sudden change. 

 




���� Term:  Career Path 

Definition: 

A career path is the progression of jobs and roles an individual might follow in a 
particular field over time. In media and broadcasting, career paths can include moving 
from entry-level roles like production assistant to more advanced positions like editor, 
producer, or news director. 

Example: 

A student starts as a camera operator for the school news, then becomes a segment 
editor, and eventually works their way up to producer. 

Why It Matters: 

Understanding your career path helps set goals, identify skill gaps, and make decisions 
about training or education.  On the NOCTI test, you may be asked to recognize steps in 
a career path or match job roles with their position in a media career ladder. 


���� Term:  Conflict Resolution 

Definition: 

Conflict resolution is the process of addressing and resolving disagreements or 
misunderstandings in a constructive way. In media and production environments, 
conflicts may arise over creative decisions, deadlines, or responsibilities. Effective 
resolution keeps the project moving and maintains professional relationships. 

Example:   

Two team members disagree on how a scene should be shot. They discuss their 
perspectives calmly, involve the director for guidance, and agree on a compromise that 
fits the show's vision. 

Why It Matters:   

Production environments rely on teamwork under pressure. Being able to resolve 
conflicts respectfully helps prevent delays and keeps morale high.  On the NOCTI test, 
you may be asked how to handle a workplace conflict scenario or choose the most 
effective response to team tension. 

 




���� Term:  Cover Letter 

Definition: 

A cover letter is a one-page document submitted with a résumé when applying for a job. 
It introduces the applicant, explains their interest in the position, and highlights key 
qualifications and experiences relevant to the role. A good cover letter is tailored to the 
specific job and employer. 

Example:   When applying for a position at a local news station, a student writes a cover 
letter explaining their experience running the school broadcast, editing news packages, 
and working with a team under deadline pressure. 

Why It Matters:    

A strong cover letter sets you apart from other candidates and shows initiative and 
communication skills. It gives potential employers a sense of who you are beyond your 
résumé. 

On the NOCTI test, you may be asked to identify the purpose of a cover letter or 
evaluate what makes one effective. 


���� Term: Freelance 

Definition: 

Freelance work involves being self-employed rather than working for a single employer. 
Freelancers are contracted to complete specific tasks or projects, often in creative fields 
like video production, graphic design, writing, or photography. They set their own 
schedules and negotiate pay on a per-job basis. 

Example:   

A student who graduates with video editing skills picks up freelance gigs editing wedding 
videos, creating business promos, or working on local documentaries. 

Why It Matters:    

Freelancing offers flexibility and income opportunities, especially for those entering 
media careers. It also teaches responsibility, budgeting, and client communication.  On 
the NOCTI test, you may be asked to identify the characteristics of freelance work or 
compare it to traditional employment. 




���� Term: Initiative 

Definition: 

Initiative is the ability to recognize what needs to be done and take action without being 
told. It reflects self-motivation, responsibility, and a proactive attitude — especially 
important in fast-paced or collaborative environments like media production. 

Example:   

A student notices the camera batteries are low before a shoot and takes the time to 
charge them without being asked. 

Why It Matters:   

Initiative shows you're dependable and ready to lead when needed. Employers and 
teams value those who solve problems and step up.  On the NOCTI test, you may be 
asked to identify examples of initiative in workplace scenarios or evaluate its impact on 
project success. 


���� Term: Internship 

Definition: 

An internship is a short-term work experience that provides hands-on training in a 
professional setting. It can be paid or unpaid and is often used by students or recent 
graduates to gain industry knowledge, develop skills, and build a network of professional 
contacts. 

Example:   

A high school student spends the summer assisting at a local TV station, helping with 
camera setups, editing footage, and observing live broadcasts. 

 Why It Matters:    

Internships give you real-world experience and can lead to future job opportunities. They 
help you apply classroom knowledge, explore career paths, and build a résumé.  On the 
NOCTI test, you may be asked to define what an internship is or explain its benefits in 
career development. 

 

 




���� Term: Job Interview 

Definition: 

A job interview is a formal meeting between an employer and a job applicant to assess 
the applicant’s qualifications, skills, and personality for a specific position. It typically 
involves answering questions, discussing past experiences, and demonstrating how 
you’d be a good fit for the organization. 

Example:   

A student applying for a production assistant role is interviewed by a local news station 
manager who asks about their school projects, technical skills, and availability. 

Why It Matters:   

A strong job interview can be the deciding factor in whether you get hired. It’s your 
chance to make a good impression and show how prepared and professional you are.  
On the NOCTI test, you may be asked how to prepare for or behave during a job 
interview, or to identify good interview practices. 


���� Term: Mentorship 

Definition: 

Mentorship is a professional relationship where a more experienced individual (the 
mentor) provides guidance, advice, and support to someone less experienced (the 
mentee) to help them grow in their career or field. This relationship often involves 
sharing knowledge, offering feedback, and helping the mentee navigate challenges. 

Example:   

A senior news producer at a local station mentors a high school intern, teaching them 
how to write scripts, use editing software, and handle deadlines. 

Why It Matters:   

Mentorship helps students and early-career professionals build skills, confidence, and 
industry knowledge through real-world insight.  On the NOCTI test, you may be asked 
how mentorship benefits professional development or how to identify a good mentor-
mentee relationship. 

 




���� Term: Networking 

Definition: 

Networking is the process of building and maintaining professional relationships that can 
help you exchange information, discover job opportunities, and advance in your career. 
It often involves connecting with peers, mentors, and industry professionals through 
events, social media, or direct outreach. 

Example:    

You attend a media conference and meet a local producer who later contacts you about 
a part-time editing job at their station. 

Why It Matters:   

Strong networks open doors to opportunities, provide support, and keep you informed 
about trends in your field.  On the NOCTI test, you may be asked to identify the benefits 
of networking or ways to effectively grow your professional network. 


���� Term: Personal Brand 

Definition: 

Personal brand is the way you present yourself professionally — through your skills, 
behavior, communication style, and online presence. It reflects how others perceive you 
in the workplace and can influence hiring decisions, promotions, and reputation in your 
industry. 

Example:    

You create a portfolio website showcasing your video projects, use a consistent 
headshot and bio across platforms, and maintain a respectful tone in professional 
communications. 

Why It Matters:   

A strong personal brand can set you apart in a competitive job market and help 
employers remember what you stand for.  On the NOCTI test, you may be asked how to 
develop or manage your personal brand when applying for jobs or internships. 

 

 




���� Term: Portfolio 

Definition:   

A portfolio is a curated collection of your best work that showcases your skills, 
experience, and accomplishments. In media and broadcasting, this often includes 
videos, scripts, editing samples, voiceovers, graphics, or production plans — either 
physical or digital. 

Example:   

A student builds a digital portfolio with links to a highlight reel, anchor clips, a written 
script, and behind-the-scenes photos of studio work to apply for a summer internship at 
a local news station. 

Why It Matters:   

A portfolio provides proof of what you can do. It gives employers or schools a clear idea 
of your abilities and style.  On the NOCTI test, you may be asked what belongs in a 
portfolio or how it can support your career goals. 


���� Term: Professionalism 

Definition: 

Professionalism refers to the conduct, attitude, and appearance expected in a work 
environment. It involves being punctual, reliable, respectful, and maintaining a positive 
and mature demeanor. In media careers, it also includes handling deadlines, criticism, 
and collaboration with integrity and focus. 

Example:    

A student arrives early to a video shoot, follows directions, helps reset equipment 
without being asked, and thanks the team afterward. 

Why It Matters:    

Professionalism builds trust and credibility. Whether on set or in the studio, it shows 
you’re dependable and serious about your work — qualities employers look for. On the 
NOCTI test, you may be asked how to demonstrate professionalism in a broadcast or 
journalism setting. 

 




���� Term: Professional Network 

Definition: 

A professional network is a group of people with whom you have professional 
relationships — such as coworkers, mentors, former employers, teachers, or others in 
your field. These connections can help you learn about opportunities, gain advice, and 
grow your career over time. 

Example: 

A former internship supervisor who later recommends you for a job at a local news 
station. 

Why It Matters: 

Building a strong professional network can open doors to job leads, mentorship, and 
collaboration. It also helps you stay connected within your industry. On the NOCTI test, 
you may be asked how networking can support career development or how to maintain 
professional contacts effectively. 


���� Term: Reliability 

Definition: 

Reliability means consistently doing what you say you’ll do — showing up on time, 
meeting deadlines, and following through on responsibilities. In media production, 
reliability builds trust with your team and ensures projects run smoothly under tight 
schedules. 

Example:   

You’re assigned to operate the audio board during a live school broadcast, and you 
arrive early to check the equipment and ensure everything runs without issue. 

Why It Matters:   

In fast-paced media environments, being reliable makes you a valued team member and 
helps prevent avoidable mistakes. On the NOCTI exam, you may be asked to identify 
traits of a reliable employee or how reliability impacts team productivity. 

 

 




���� Term: Resume 

Definition: 

A resume is a one- or two-page document that summarizes your education, skills, work 
experience, and accomplishments. It’s used to apply for jobs or internships and is often 
the first impression an employer has of you. A strong resume is clear, well-organized, 
and tailored to the specific role you’re applying for. 

Example:   

You apply for a video production internship and submit a resume that highlights your 
experience with editing software, school broadcast work, and media class projects. 

Why It Matters:   

Your resume showcases your qualifications and helps employers quickly see if you're a 
good fit for the position. On the NOCTI exam, you may be asked to identify key elements 
of a resume or determine what information is appropriate to include. 


���� Term: Social Media Etiquette 

Definition: 

Social media etiquette refers to the responsible and respectful behavior expected when 
using platforms like Instagram, X (formerly Twitter), Facebook, LinkedIn, and others. 
This includes being mindful of tone, avoiding offensive or inappropriate content, 
protecting personal and professional reputations, and following platform and workplace 
guidelines. 

Example:   

A student journalist avoids posting political rants on their school program’s social 
account and refrains from sharing behind-the-scenes content that could spoil a story or 
breach confidentiality. 

Why It Matters:   

Maintaining proper social media etiquette helps protect your credibility, your employer’s 
reputation, and your future career opportunities. On the NOCTI exam, you may be asked 
to evaluate examples of appropriate vs. inappropriate social media use in professional 
settings. 




���� Term: Soft Skills 

Definition: 

Soft skills are non-technical traits that influence how well a person interacts with others 
and works in a team. These include communication, teamwork, time management, 
adaptability, problem-solving, and emotional intelligence. Unlike hard skills, which are 
job-specific, soft skills apply across all industries and roles. 

Example:   

During a group video project, a student demonstrates soft skills by resolving a 
disagreement calmly, staying on schedule, and helping a quieter team member 
contribute. 

Why It Matters:   

Soft skills are often what set successful professionals apart, especially in fast-paced, 
collaborative media environments. On the NOCTI exam, you may be asked to identify 
soft skills in workplace scenarios or explain their role in job performance. 


���� Term: Time Management 

Definition: 

Time management is the ability to plan and control how you spend the hours in your day 
to effectively accomplish tasks and meet deadlines. It involves prioritizing 
responsibilities, breaking projects into manageable steps, and avoiding procrastination. 

Example:   

A student editor sets a schedule to finish video rough cuts by Wednesday, get peer 
feedback Thursday, and finalize the project by Friday’s deadline—without staying up all 
night. 

Why It Matters:   

Time management helps students handle multiple assignments, team expectations, and 
production timelines. On the NOCTI exam, you may be asked how to manage 
overlapping tasks or identify time management techniques in a scenario. 

 

 




���� Term: Work Ethic 

Definition: 

Work ethic refers to a set of values centered on the importance of doing work and doing 
it well. It includes traits like responsibility, dedication, discipline, and a commitment to 
quality and consistency, even when no one is watching. 

Example:   

A camera operator arrives early to set up equipment, double-checks all settings, and 
stays after the shoot to help clean up—without being asked. 

Why It Matters:   

Having a strong work ethic builds trust, increases your reliability, and sets you apart in 
competitive industries like broadcasting. On the NOCTI exam, you may be asked to 
recognize examples of strong or poor work ethic in workplace scenarios. 

Section 2: Building a Resume, Cover Letter, and 
Portfolio 

 
When applying for jobs, internships, or even school media leadership positions, how you 
present yourself on paper can make a powerful first impression. This section breaks down the 
three essential tools you’ll need to stand out: the resume, the cover letter, and the portfolio. 

📄📄 Resume 

A resume is a one-page document that highlights your most important skills, experience, and 
education — all at a glance. It’s often the first impression you make when applying for 
internships, jobs, scholarships, or competitions. That means it needs to be neat, accurate, and 
focused. 

What to Include 

1. Contact Information 
 Your name, phone number, email address, and city/state. 
 
�� Double-check spelling and make sure your email sounds professional (e.g., no 
gamer tags). 

2. Skills 
 List tools and abilities related to media work: 



● Adobe Premiere Pro 
● Audio editing (Audacity, GarageBand) 
● Scriptwriting 
● Camera operation 
● Lighting setup 
● Livestream production (vMix, OBS, etc.) 

3. Experience 
 This is not just about jobs — it’s about anything that shows you’ve done the work. 
 Include school projects, team roles, volunteer media work, or freelance gigs. 
 Use action verbs like “Filmed,” “Edited,” “Designed,” or “Produced.” 

Example: 
 Camera Operator, Bellville BVP News — Shot and edited weekly news segments using 
a 3-camera setup. 

4. Education 
 Include your high school, expected graduation date, and any relevant classes: 

● Audio/Video Production 
● Journalism 
● Graphic Design 
● Digital Media 

5. Optional Sections 
 You can also add: 

● Awards or honors 
● Certifications (Adobe Certified, OSHA, etc.) 
● Extracurriculars (Yearbook, Theater Tech, etc.) 
● Link to your online portfolio (if you have one) 

💡💡 Tips for Success 

● Keep it to one page 
● Use a clean layout (no clutter or fancy fonts) 
● Tailor your resume to each opportunity — highlight what matches the role 
● Proofread for grammar, spelling, and formatting issues 

✉ Cover Letter 

A cover letter is your personal introduction — it’s the first thing an employer or advisor reads 
before they even glance at your resume. Think of it as your way of saying, “Here’s who I am, 
what I’ve done, and why I’m excited about this opportunity.” It gives your resume context and 
helps your personality come through. 



✍ What Makes a Good Cover Letter? 

● One page max — no fluff, just clear and professional 
● Start strong — include a polite greeting and name the position you’re applying for 
● Make it personal — mention specific experiences, projects, or skills that relate to the 

job 
● Show your interest — explain why this particular organization or role matters to you 
● End confidently — thank them for their time and say you’d love to talk more 

🧠🧠 Think About It Like This: 

Resume = “Here’s what I’ve done.” 
Cover Letter = “Here’s why it matters and why I care.” 

💡💡 Example Structure 

Greeting: 
 Dear [Hiring Manager's Name], 

Intro Paragraph: 
 State what you’re applying for and where you heard about it. Add a sentence that 
captures your enthusiasm. 

Middle Paragraph(s): 
 Share one or two experiences — a school project, a team role, or a skill — and explain 
how it connects to the job. Use examples. 

Closing Paragraph: 
 Say why you’re excited to bring your skills to their team. Thank them and say you’re 
open to an interview or conversation. 

Signature: 
 Sincerely, 
 Your Name 

🔧🔧 Pro Tips 

● Tailor your letter for each opportunity — generic letters get ignored 
● Match your tone to the role — professional but friendly 
● Don’t just repeat your resume — add meaning and personality 
● Proofread carefully — one typo can undo all your hard work 



🎥🎥 Portfolio 

A portfolio is your visual resume — it shows what you’ve done, not just what you claim you 
can do. Whether you're applying for a job, scholarship, internship, or contest, your portfolio 
proves your skills, creativity, and dedication through actual work samples. 

You can build your portfolio in different formats: 

● Digital (recommended): A personal website, Google Drive folder, or online gallery 
● Physical (optional): USB drive, printed materials, or DVD with labeled folders 

🧰🧰 What to Include in a Student Media Portfolio: 

● 
���� A short demo reel (30–90 seconds) — highlight your best footage, editing, or 
production work 

● 
������� Full projects — news packages, podcasts, interviews, or short films you helped 
create 

● 
������� Scripts, outlines, or storyboards — show how you plan and organize creative 
work 

● 
������� Graphics or thumbnails — original titles, lower thirds, logos, or overlays you've 
designed 

● 
��������� Behind-the-scenes photos — you running a camera, directing a set, or editing at 
your station 

● 
���� Brief bio or mission statement — who you are, what you're passionate about, and 
your career goals 

📦📦 Portfolio Organization Tips: 

● Group content by type (Video, Audio, Scripts, Graphics) 
● Keep only your best work — quality beats quantity 
● Name files clearly: Taylor_Williams_AnchorReel_2025.mp4 
● Add short descriptions or labels so viewers understand what they're looking at 
● If using Google Drive, make it a "View Only" folder and test the link before sharing 

💡💡 Why It Matters: 

Portfolios make you stand out. They show employers, judges, or admissions teams that you’re 
serious, skilled, and already thinking like a media professional. 

Would you like an example layout for a Google Drive portfolio or a student media website 
structure? 

🧩🧩 Putting It All Together 



Your resume, cover letter, and portfolio work as a team. Each one tells part of your story: 

● 
���� Cover Letter – Shows your personality, goals, and passion 
● 
���� Resume – Lists your skills, experience, and qualifications 
● 
������ Portfolio – Proves what you can do with real examples of your work 

Together, they answer three big questions for any employer or reviewer: 

1. Who are you? 
2. What have you done? 
3. Why should we take a chance on you? 

Whether you're applying for a summer internship, college program, scholarship, or your 
first job, these tools help open doors. Keep them polished, updated, and tailored to each 
opportunity — because your media work deserves to be seen. 

 

Section 3: Job Interviews and Communication in 
Professional Settings 

 
Landing a job or internship in media isn’t just about having the skills — it’s also about how you 
present yourself in person. This section prepares you for what to expect during a media job 
interview, and how to communicate like a professional in any career-related setting. 

🎙🎙 Preparing for an Interview 

A job interview isn’t just about answering questions — it’s your opportunity to show confidence, 
professionalism, and genuine interest in the position. Whether it’s for a media internship, part-
time job, or college program, preparation makes all the difference. 

 

Before the Interview: 


�������� Research the Company or Organization 
 Understand what they do, who their audience is, and what kind of media they create. Look at 
their website, social media, or recent work. This helps you tailor your answers — and shows 
that you care. 




���� Know Your Resume and Portfolio 
 Be ready to talk about your past projects. Can you explain what role you played? What 
challenges have you faced? What are you most proud of? 


���� Practice Common Questions 
 Have answers ready for things like: 

● “Tell me about yourself.” 
● “What’s one of your strengths or weaknesses?” 
● “Describe a time you worked on a team or solved a problem.” 


�� Prepare Questions to Ask Them 
 This is your chance to flip the script. Ask things like: 

● “What kind of projects would I work on?” 
● “What does success look like in this role?” 
● “How do interns or new hires typically grow here?” 

Having thoughtful questions shows maturity, curiosity, and initiative — all things employers love 
to see. 

📽📽 Talking Through Your Reel 

When interviewing for a media role, you may be asked to share your demo reel or portfolio 
samples. This is more than just “press play.” It’s your chance to explain your work, to show that 
you understand not just how to make something, but how to think like a media professional. 

Don’t stay silent while it plays. Walk the interviewer through it. Describe your role in each 
project, what tools you used, and how you solved any challenges. 

Example: 

“This is a 90-second news package I edited. I wrote the script, recorded the voiceover, 
and used Adobe Premiere to assemble everything. One challenge was that the original 
field audio had a lot of background noise, so I cleaned it up using EQ and added 
ambient sound underneath to smooth the transitions.” 

That kind of explanation shows: 

● You were hands-on with production 
● You understand both creative and technical processes 
● You can communicate clearly about your work — a key skill in any media job 

Tip: If you're nervous, practice talking through your reel with a friend or in front of a mirror. 
Confidence grows with rehearsal. 



Let me know if you’d like a companion checklist for what to include in a strong demo reel. 

 

🗣🗣 Communication and Body Language 

During an interview, how you present yourself matters just as much as what you say. Employers 
aren’t just listening for good answers — they’re also watching for confidence, professionalism, 
and the ability to engage respectfully. 

🧑🧑🧑💼💼 Good Communication Habits: 

● Speak clearly at a steady, natural pace — don’t rush or mumble 
● Make eye contact with your interviewer (or the camera, if it’s virtual) 
● Pause and listen before answering — don’t talk over people 
● Stay on topic and keep your answers focused 

💡💡 Body Language Tips: 

● Sit upright with your feet planted — don’t slouch or swivel in your chair 
● Smile and nod to show interest and agreement 
● Use open gestures when speaking, but avoid fidgeting 
● Keep your phone silent and out of sight — it shows respect and focus 

Even if you're nervous, these simple habits can make a big difference in how you're perceived. 
Practicing with a friend or recording yourself can help you become more comfortable and aware 
of your habits. 

👥👥 Professionalism Beyond the Interview 

Professional communication isn’t just for job interviews — it applies anytime you represent 
yourself or your team. Whether you’re emailing a mentor, talking with a client, or speaking at an 
event, your tone and conduct leave a lasting impression. 

Key habits to follow: 

● Be polite, prompt, and respectful — people remember how you treat them 
● Use proper grammar and tone, especially in written messages or emails 
● Avoid slang, emojis, or overly casual language in professional settings 

When in doubt, err on the side of formality. It’s easier to adjust to a more relaxed tone than to 
recover from sounding too casual or unprepared. 

 



Section 4: Creating a Personal Brand and Online 
Presence 

 
In today’s media world, your online presence is often your first impression. Whether you're 
applying for an internship, reaching out to professionals, or promoting your own creative work, 
people will Google you — so it’s important that what they find reflects your goals and 
professionalism. 
 
This section helps you build a personal brand that supports your career, starting with social 
media, digital portfolios, and online behavior. 

🔍🔍 What Is a Personal Brand? 
 
Your personal brand is the reputation you build through your actions, communication, and online 
presence. It’s how others — teachers, employers, teammates — come to see and remember 
you. 
 
Your brand is shaped by: 
 

● What you post on social media 
● How you communicate in emails, texts, and interviews 
● The tone and polish of your resume or portfolio 
● Your attitude, work ethic, and professionalism 

 
A strong personal brand doesn’t mean being fake — it means being intentional. Think of it as 
presenting the best version of yourself, one that matches the kind of work or opportunities you 
want to attract. 

📱📱 Social Media Etiquette for Professionals 

Social media can be a powerful tool — or a major liability. Colleges, employers, and even 
collaborators may check your profiles before offering you a position or partnership. 

Smart Habits for a Professional Online Presence: 

● Use your real name or a consistent, professional username 
● Keep your profile photo and bio clean, respectful, and relevant 
● Avoid posting offensive jokes, arguments, or overly personal content 
● Never share behind-the-scenes footage or images without permission — 

especially if it involves other people, school projects, or private locations 

Want to highlight your creative work? 



 
���� Consider making a separate professional account just for your media projects. Use it 
to share short clips, behind-the-scenes moments, or project updates to help build your 
personal brand, without mixing in unrelated or casual content. 

🌐🌐 Building a Portfolio Website 

A personal website is one of the best ways to show you’re serious about your media career. It 
gives potential employers, teachers, or clients one easy place to learn about you, view your 
work, and get in touch. 

What Your Website Should Include: 

● Your Name and Bio: Keep it short but meaningful. Mention your interests, goals, and 
what kind of media work you do. 

● A Professional Headshot: Use a clean, well-lit photo — no selfies or filters. 
● Your Portfolio: Upload or embed videos, graphics, articles, or audio work that you’re 

proud of. Include brief descriptions of what you did for each project. 
● Resume (Downloadable PDF): Make it easy for someone to view or save your resume. 
● Contact Info: Include an email or contact form so people can reach out to you 

professionally. 

Easy Tools to Build Your Site: 
You don’t need to know how to code! Platforms like Wix, WordPress, Weebly, and Adobe 
Portfolio offer templates that are beginner-friendly and free (or low-cost) for students. 


��� Tip: Keep your site simple, organized, and easy to navigate. A clean site with 3 
great projects is better than a cluttered site with 15 average ones. 

🧼🧼 Managing Your Digital Footprint 

Your digital footprint is the trail you leave behind online — including social media posts, 
usernames, public photos, and anything tied to your name. Future employers, schools, or 
collaborators may search your name, so it’s important to make sure what they find represents 
you well. 

Tips for Cleaning Up Your Online Presence: 

● Make personal or old accounts private if they don’t reflect your current goals or image 
● Delete outdated, inappropriate, or unprofessional content — even from years ago 
● Set up Google Alerts for your name to stay aware of new mentions or content 
● Use a consistent name and profile photo across platforms to strengthen your personal 

brand 


��� Think of your digital footprint like a resume you didn’t write — but others can still 
read. Make sure it supports the story you want to tell. 



Section 5: Internships, Freelancing, and Entry-
Level Experience 

 
Before you land your dream media job, you’ll likely start with short-term opportunities that help 
you build experience;  like internships, freelance gigs, or entry-level roles. Each one offers 
different benefits and challenges, but they all help you grow your skills, expand your portfolio, 
and build your network. 
 
This section breaks down what these early opportunities look like, how they differ, and what 
students can do to find and succeed in them. 

🎬🎬 What Is an Internship? 

An internship is a short-term opportunity to work alongside professionals in a real media 
environment. It’s designed to help you gain experience, explore careers, and build confidence in 
your skills. Internships are often part-time, seasonal, and may be paid or unpaid but the 
experience is what matters most. 

You might start with basic tasks like logging footage or organizing equipment, but as you prove 
yourself, you could be trusted with editing segments, assisting on shoots, or even pitching 
content ideas. Every hour you spend in the field adds to your resume — and your understanding 
of how the media industry really works. 

Examples of Media Internships: 

● Assisting the production team at a local news station during broadcasts 
● Editing short-form content for a nonprofit’s YouTube channel or Instagram 
● Working behind the scenes at a radio station, helping schedule guests or pull sound 

clips 
● Supporting a school district’s communications office by capturing student events or 

writing blog posts 

Internships give you more than technical skills — they teach professionalism, accountability, 
and teamwork. They also help you make industry connections, earn references for future jobs or 
scholarships, and figure out what part of media truly excites you. 

🛠🛠 What Is Freelancing? 

Freelancing means working for yourself — not as an employee of a company, but as an 
independent contractor. Instead of clocking in for a boss, you take on specific projects, get paid 
per job, and often work for multiple clients at once. 



It’s popular in creative fields like video production, design, photography, and social media. 
Freelancing gives you the freedom to choose your own clients, set your own rates, and create 
your own schedule — but it also means you’re your own boss, so organization and 
professionalism matter. 

Common Freelance Jobs in Media: 

● Filming weddings, sporting events, or school functions 
● Editing YouTube videos or social reels for small businesses 
● Designing graphics, flyers, or logos for local clients 
● Recording podcasts or voiceovers for online creators 
● Managing social media accounts or content calendars 

Freelancing is a great way to build experience and make money while still in school — but it 
comes with added responsibility. You’ll need to: 

● Write invoices to get paid 
● Meet deadlines without reminders 
● Communicate clearly with clients 
● Handle contracts and release forms professionally 

Over time, your freelance work becomes part of your portfolio and your personal brand — 
showing future employers or clients what you’re capable of. 

💼💼 What Are Entry-Level Jobs? 

Entry-level jobs are the first step into the professional world after school. These positions are 
designed for people who are just starting their careers — so while you may not need years of 
experience, employers will expect reliability, motivation, and a willingness to learn. 

Unlike internships, entry-level roles are typically paid, come with a formal job title, and include 
clear responsibilities. You’ll likely be part of a team and expected to meet deadlines, follow 
workflows, and grow into the role. 

Examples of Entry-Level Media Jobs: 

● 
������ Production Assistant at a local TV or radio station — helping with equipment, 
scripts, and studio setup 

● 
������ Junior Video Editor at a creative agency — editing content under the supervision of 
senior staff 

● 
�������� Social Media Coordinator for a nonprofit — scheduling posts, responding to 
messages, and creating content 

● 
��������� Content Creator or Writer for a digital publication — writing blogs, articles, or 
marketing copy 



● 
������ Audio Tech Assistant — setting up mics, recording podcasts, or mixing basic audio 
for events 

 

Why They Matter: 

These roles help you: 

● Build your resume with real-world experience 
● Learn professional etiquette and industry tools 
● Get feedback and mentorship from experienced coworkers 
● Discover what part of the media field you're most passionate about 

Most importantly, entry-level jobs often lead to long-term career paths — they’re not just jobs, 
they’re opportunities to prove yourself and grow. 

📍📍 Where to Find These Opportunities 

Finding your first internship or entry-level job doesn’t always start with a formal job ad. Many 
great media opportunities come through networking, school connections, and being proactive. 
Here’s where to look: 


������ School Announcements & Teacher Referrals 
 Media teachers, CTE coordinators, and career counselors often receive emails from local 
stations, businesses, or community leaders looking for student help. Let your teacher know 
you’re interested — you might get recommended when an opportunity comes up. 


���� Online Job Boards 
 These websites post media-related gigs, from internships to freelance and full-time jobs: 

● Indeed – Search for “media intern,” “production assistant,” or “video editor” 
● StaffMeUp – Industry site for production crew jobs (TV, film, video) 
● Mandy – Casting and crew jobs for film, TV, and digital media 
● LinkedIn – Create a professional profile and search job listings by keyword or location 

Tip: Use filters like entry-level, internship, or remote to narrow down your results. 


�������� Social Media 
Follow local media outlets, video production companies, and news stations on Instagram, 
Facebook, or X (formerly Twitter). Many post job openings, internship programs, or behind-the-
scenes content where you can spot who’s hiring. 


������� Community Events and Networking 
 Ask to volunteer at local events — sports games, parades, festivals, charity drives — especially 

https://www.indeed.com/
https://staffmeup.com/
https://www.mandy.com/
https://www.linkedin.com/


those that involve cameras, stages, or social coverage. Even small gigs (like holding a boom 
mic or running a tripod) help you meet people and build your resume. 

Pro Tip:  Make a habit of checking these sources weekly, and don’t wait for the “perfect” listing 
— reach out and ask if a company needs help. Your initiative often makes the strongest first 
impression. 

💡💡 How to Stand Out 

In a competitive field like media, technical skills matter — but so do attitude, professionalism, 
and effort. Here’s how to rise above the crowd: 


���� Have a Strong Resume and Portfolio 
 Before you apply for anything, make sure your resume is clear, typo-free, and shows your most 
relevant experiences — even if they’re from school projects. Include a portfolio with samples 
that show what you can actually do: editing, camera work, writing, or design. 

Pro tip: A short demo reel (under 2 minutes) can grab attention faster than a long list of 
skills. 


������� Communicate Professionally 
 When emailing a teacher, employer, or production crew: 

● Use a proper greeting and sign your name 
● Check spelling and grammar 
● Reply promptly and respectfully 

In interviews, speak clearly, stay positive, and express genuine interest in the job or project.  
First impressions count — online or in person. 


��������� Show Initiative 
 Don’t wait to be asked — offer help, ask thoughtful questions, and follow up. Even if you’re 
volunteering or shadowing, treat it like a real job. Ask: 

● “Is there anything else I can do to help?” 
● “Can I come early to assist with setup?” 

This shows you’re serious and eager to learn. 


��� Be Reliable and Adaptable 
 In media, things change fast. Shoot times shift. Gear breaks. Deadlines move. Be the person 
who rolls with it, shows up on time, and keeps a good attitude. Teams remember that — and 
they’ll want to work with you again. 

 



Section 6: Networking, Mentorship, and 
Professional Relationships 

In media and broadcasting, who you know often matters just as much as what you know. 
Whether it’s landing your first job, getting freelance gigs, or finding support as you grow, 
professional relationships play a key role in career development. 

This section introduces three essential tools for building a strong support network: networking, 
mentorship, and professional etiquette — both online and in person. 

🌐🌐 What Is Networking? 

Networking is about building relationships with people who work in your field — whether they’re 
professionals, classmates, teachers, or guest speakers. It’s not just about asking for jobs. It’s 
about making genuine connections that can help you grow, learn, and find opportunities. 


����� Why It Matters: 

● You’ll hear about jobs before they’re posted.   Many internships and gigs get filled 
through word-of-mouth before they ever show up online. 
 

● People hire people they know (or who were recommended).  If someone you’ve met 
likes your attitude and work ethic, they might suggest you for a role — even if you're still 
a student. 
 

● It keeps you informed and inspired.  Staying connected with others in media gives you 
access to new ideas, tech trends, and creative inspiration. 


���������� Example: 

You attend a high school journalism conference and chat with a local news producer 
about your school’s video program. A few months later, they remember you and reach 
out with a summer internship opening — and because you already made a good 
impression, you’re at the top of the list. 


������� Pro Tip: 
 Always follow up after meeting someone — even just to say, “Thanks for your time today!” That 
little effort can turn a quick conversation into a lasting connection. 

🎓🎓 What Is Mentorship? 

Mentorship is a relationship where someone with more experience helps guide and support 
your professional growth. A mentor could be a teacher, coach, supervisor, or even a peer with 



more time in the field. They don’t just give advice — they help you grow your confidence, avoid 
common mistakes, and develop your unique voice. 


����� Why It Matters: 

● They’ve been where you are.  A good mentor can steer you away from pitfalls they’ve 
already faced and give you a smoother path forward. 

● They offer constructive feedback.  Mentors don’t just say “good job” — they show you 
how to improve and push you to grow. 

● They’re a sounding board for tough decisions.  Not sure how to respond to criticism? 
Wondering if you should apply for a role? A mentor can help you think it through. 


���������� Example: 

You’re doing an internship with your school’s broadcast team. A senior editor takes the 
time to show you how to organize B-roll, fine-tune transitions, and coach you through 
your first on-camera delivery. They give tips, encouragement, and help you build both 
skill and confidence. 


��� Pro Tip:  Don’t be afraid to ask questions. Most mentors are happy to help — especially 
when they see you’re putting in effort. And someday, you might become a mentor for someone 
else. 

🧑🧑🧑💼💼 Professional Etiquette 

In media — just like in any career — how you act matters. Whether you’re emailing a mentor, 
applying for a job, or just chatting at an event, your professionalism helps shape your reputation. 
That reputation can make people want to work with you — or avoid you. 

Tips for Good Etiquette: 

● Use respectful, professional language in emails, messages, and in person. Avoid slang 
when communicating with employers or mentors. 

● Be punctual and prepared. Show up on time, review what the meeting is about, and 
bring anything you might need. 

● Keep your social media clean and appropriate, especially if your profiles are public. 
● Send a thank-you note or follow-up message after interviews, meetings, or when 

someone gives you a recommendation. 


���� Example: 

You reach out to a former teacher to ask for a reference. Your message is polite and 
includes a quick update about the job you’re applying for and why you’d appreciate their 
help. That kind of respectful communication builds goodwill and shows maturity. 



 

Section 7: Soft Skills That Employers Expect 
In media careers, technical talent matters — but soft skills are what set professionals apart. 
These are the personal qualities and habits that help you succeed in any team, under any 
pressure, and on any set. 

This section explores five of the most essential soft skills that employers in broadcasting, 
journalism, and production look for. These traits often determine whether you’re hired, rehired, 
or promoted. 

⏰ Punctuality 

Being on time isn’t just polite — it’s essential. In media production, every minute counts. Crews 
often run on tight schedules, and a single delay can derail a shoot, cost money, or even lead to 
missed deadlines. Showing up late doesn’t just inconvenience others — it signals unreliability. 

Why It Matters: 

● Live events can’t be paused for someone who’s running late. 
● Missing call times can mean you miss safety briefings or job assignments. 
● Employers notice who shows up early, ready, and prepared — and those are the people 

they call back. 


���� Example: 

You arrive 15 minutes early for a live stream assignment, help set up cables and mics, 
and run a quick test on your equipment. When the stream starts, everything’s in place — 
and your team knows they can count on you. 

🧑🧑🧑💼💼 Professionalism 
 
Professionalism means more than just looking the part — it’s about how you act, communicate, 
and respond under pressure. It shows in your maturity, your reliability, and your attitude, 
especially when things don’t go as planned. 
 
It includes: 
 

● Dressing appropriately for the setting 
● Speaking respectfully to teammates and supervisors 
● Accepting feedback without getting defensive 
● Staying focused and dependable — even during stressful shoots or edits 



 
Why It Matters: 
In media, people remember how you behaved on set just as much as how skilled you were. A 
professional attitude earns trust and more opportunities. 
 
Example: 

A teammate misses a deadline. Instead of blaming them publicly or getting frustrated, 
you stay calm, offer support, and help get the project back on track. That approach 
builds respect — and teams that support each other finish strong. 

🤝🤝 Teamwork 

In media, every production is a team effort. Whether you're filming, editing, writing, or running 
tech, success depends on people working together, communicating clearly, and stepping up 
when needed. 

Teamwork means: 

● Collaborating and listening to others' ideas 
● Taking responsibility for your role 
● Helping teammates when problems pop up 
● Staying calm and respectful under pressure 

Why It Matters: 
Great teamwork keeps productions on track, builds trust, and shows you're someone others 
want to work with — which matters just as much as your technical skills. 

Example: 

You weren’t assigned to the control room, but when the teleprompter operator is out 
sick, you step in, learn the basics fast, and help the team finish the newscast on time. 
That kind of flexibility and support makes a big impact. 

🚀🚀 Initiative 

Initiative means taking action before you're asked — spotting what needs to be done and 
stepping up. It's one of the most valued traits in media because fast-paced productions don’t 
leave time to micromanage. 

Taking initiative shows: 

● Leadership potential 
● Commitment to the team’s success 
● Confidence in your abilities 



● Problem-solving without drama 

Why It Matters: 
When you take initiative, you’re proving you can think ahead, stay engaged, and contribute 
more than just the minimum. That’s what gets you noticed — and remembered. 

Example: 

You walk into the studio before class and realize one of the key lights is out. Instead of 
waiting for instructions, you grab a spare bulb, replace it, and run a quick test — all 
before the director even arrives. 

🧩🧩 Time Management 

Time management means organizing your schedule so you can meet deadlines without feeling 
overwhelmed. In media, where projects have many moving parts — like scripts, shoots, edits, 
and approvals — managing your time is just as important as managing your footage. 

Good time management helps you: 

● Stay on top of multiple responsibilities 
● Avoid last-minute panics and missed deadlines 
● Deliver higher-quality work 
● Build trust with your team and instructors 

Why It Matters: 
In the real world, productions run on schedules — and if you miss your deadline, someone 
else’s job is delayed. Learning to manage your time now prepares you for success in school and 
the industry. 

Example: 

You know your news package is due Friday, so you plan it out: script on Monday, film 
Tuesday, rough cut Wednesday, polish Thursday. You finish with time to spare — and 
less stress. 

 

Section 7: Soft Skills That Employers Expect 
In media careers, your attitude and habits matter just as much as your technical skills. 
Employers look for soft skills — personal traits that show you’re reliable, respectful, and easy to 
work with on fast-paced teams. 



This section highlights five key soft skills that students need to succeed in real-world production 
environments: punctuality, professionalism, teamwork, initiative, and time management. 

⏰ Punctuality 

Being on time isn’t just polite — it’s essential. In broadcasting, one late person can delay an 
entire production, throw off a live schedule, or cause missed shots. Whether it’s arriving early for 
a shoot, submitting edits by deadline, or showing up for class, punctuality proves you're 
dependable and take your role seriously. 

Why It Matters: 
In media, time is money. When you’re late, it doesn’t just affect you — it disrupts your team’s 
workflow, wastes resources, and may cost opportunities. 

Example: 

You arrive 15 minutes early to help set up for a live stream, double-check the script, and 
make sure all equipment is ready. When the show goes live, everything runs smoothly 
— because you were prepared. 

🧑🧑🧑💼💼 Professionalism 

Professionalism means acting maturely and responsibly, even under pressure. It includes how 
you dress, speak, take feedback, and treat others. In media, where teamwork and deadlines are 
critical, professionalism helps keep things on track — especially when things go wrong. 

Professional team members: 

● Meet expectations for behavior and appearance 
● Communicate clearly and respectfully 
● Stay calm during unexpected problems 
● Accept feedback without taking it personally 
● Support others and contribute positively to the work environment 

Example: 

When a teammate misses a deadline, you stay focused, help adjust the schedule, and 
find a way to move forward — without blaming or complaining. 

🤝🤝 Teamwork 

Every media project relies on collaboration. Whether you're in the control room, studio, or 
editing suite, teamwork means sharing responsibilities, communicating clearly, and helping each 
other meet deadlines. Good teammates step in when needed, respect each other’s roles, and 
work toward the same goal — a successful production. 



Strong team members: 

● Stay flexible and pitch in when others need help 
● Respect deadlines and commitments 
● Communicate openly and professionally 
● Stay positive, even when things don’t go as planned 

Example: 

During a last-minute equipment issue before a live newscast, you jump in to run graphics 
so your classmate can troubleshoot the switcher — ensuring the show goes on. 

🚀🚀 Initiative 

Initiative is the ability to step up without being told. In media production, there’s always 
something that needs doing — and the students who notice and act without waiting are the ones 
who stand out. Taking initiative shows leadership, problem-solving, and ownership of your work. 

It might mean: 

● Setting up gear before others arrive 
● Offering to help with editing or cleanup 
● Fixing a problem quietly before it causes delays 
● Asking questions to learn more or take on a new role 

Example: 

You realize the teleprompter script hasn’t been updated, so you take five minutes to 
review and revise it before rehearsal — avoiding confusion and saving time for the 
anchor. 

📅📅 Time Management 

In media, missed deadlines mean missed opportunities. Whether you're producing a news 
package, editing a podcast, or managing a social media schedule, time management is critical. 
It means staying organized, setting priorities, and breaking large projects into smaller, 
manageable tasks — so you can deliver your best work on time and without last-minute stress. 

Strong time managers: 

● Use calendars or checklists to track progress 
● Set internal deadlines to stay ahead 
● Communicate early if delays happen 
● Balance classwork, shoots, and edits without burnout 

 



 

Example: 

You have a video project due Friday. On Monday, you write the script. Tuesday, you 
film. Wednesday is for editing. Thursday, you review and export. That structure keeps 
you on track and avoids cramming the night before. 

 

Section 8: Career Growth, Lifelong Learning, and 
Industry Trends 

📚📚 Lifelong Learning 

In media, the tools never stop evolving. One year it’s a new editing suite; the next, it’s AI-
assisted audio cleanup, drone footage, or live streaming to half a dozen platforms. Staying 
current is part of the job. Professionals don’t just rely on what they learned in school — they 
constantly update their skills. 

Lifelong learners: 

● Watch tutorials and read industry blogs 
● Take online courses (like Adobe, LinkedIn Learning, or Skillshare) 
● Attend conferences or local media workshops 
● Try out new tools or techniques on personal projects 

Example: 

You’ve been editing with Premiere Pro, but a freelance gig wants DaVinci Resolve. 
Instead of passing, you take a weekend to watch tutorials and experiment — and land 
the job because you adapted quickly. 

📊📊 Following Industry Trends 

Media is always evolving — and so are the jobs. Ten years ago, no one was hiring TikTok 
editors, drone camera operators, or virtual event producers. Now those roles are common. 

Staying on top of trends helps you prepare for the next wave of opportunities — whether that 
means learning new tools, adapting your portfolio, or exploring emerging platforms. 

Ways to follow industry trends: 

● Follow major media outlets, production blogs, and tech channels on YouTube 



● Read industry news sites like Poynter, Nieman Lab, or TV Tech 
● Watch how your generation consumes content (short-form, mobile-first, interactive) 
● Pay attention to job boards — the roles being posted show what skills are in demand 

Example: 

You notice a rise in schools and businesses asking for livestream services. You learn 
vMix and OBS on your own, and now you’re the go-to person for broadcast setups on 
campus. 

📈📈 Personal Career Growth 

Career growth isn’t just about getting a better job — it’s about getting better at what you do. 
That means setting personal goals, acting on feedback, and always looking for ways to improve 
your skills or expand your role. 

Growth can look like: 

● Moving from a production assistant to a segment producer 
● Learning how to livestream sports with vMix or OBS 
● Becoming the “go-to” person for editing, audio mixing, or studio lighting 
● Trying a new format, like launching a podcast or writing scripts for TikTok 

Tips for growing your career: 

● Set short- and long-term goals. (Example: “I want to direct one segment by the end of 
the semester.”) 

● Ask for feedback regularly. Learn what’s working — and what can improve. 
● Step outside your comfort zone. Say yes to challenges that help you grow. 
● Track your progress. Document the skills you’ve learned and the projects you’ve 

completed. 

Example: 

You start out operating the camera, but after mastering that, you ask to learn lighting. A 
few months later, you're helping design lighting plans for newscasts. 

🌐🌐 Emerging Roles and Media Shifts 

The media landscape is constantly evolving — and with it, new job roles are emerging that 
didn’t exist just a few years ago. Digital tools, social platforms, and changing audience habits 
are transforming what it means to work in media. 

Examples of emerging roles: 



● Short-Form Video Editors – Creating quick, engaging content for TikTok, Reels, or 
YouTube Shorts 

● Drone Operators – Capturing cinematic aerial footage for news, real estate, or 
documentaries 

● Social Media Journalists – Reporting directly to platforms like Instagram or X (formerly 
Twitter) 

● Multiplatform Reporters – Writing, filming, editing, and publishing stories on their own 
channels 

● Podcast Producers – Planning, recording, and editing audio content for niche audiences 
● Content Strategists – Helping organizations shape their message across multiple digital 

formats 

Why this matters for students: 
 Being flexible, tech-savvy, and open to trying new things can lead you to roles you’ve never 
even heard of yet. The more tools and platforms you explore now, the more prepared you'll be 
to stand out in tomorrow’s media jobs. 

Example: 

You might start editing vertical videos for your school news team — and realize that skill 
is in demand by local businesses, sports teams, or YouTubers. 
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