
 
 

        Photo Coordinator 
                         NBC Universal  

   New York, New York 
            Posted March 1, 2018 

 

Responsibilities 
Job Purpose: 
The Photo Coordinator for NBCUniversal Photo Services will assist the Photo Production 
team for NBCUniversal television in all aspects of all corporate, event, publicity, 
episodic and gallery photography. 
  
Essential Responsibilities: 
Provides administrative support for the NBCU Photography Department in the 
following areas: 

- Coordinate episodic photo coverage for assigned shows 
- Assist in the photo production of assigned gallery shoots     
- Updating and tracking various photo reports 
- Assist in budgeting and quarterly accruals 
- Administer payroll and process time sheets for freelance hires 
- Manage departmental billing and processing 
- Process T&L and P-card expense reporting 
- Maintain contact lists for photographers, assistants, stylists etc. 
- Set-up meetings 
- Fulfilling photo requests for NBCU Photo 
- Working events, red carpets and parties to run cards, administer numbering and 

metadata and uploading for distribution 
- Trafficking delivery of photography 

 
Basic Qualifications: 

· Bachelor’s Degree in photography, journalism or communication or related field 
 

· Minimum 1 year relevant work experience 
 

· Proficiency using Mac and PC environments and working with various servers 
 

· Proficiency using Microsoft Office- Outlook, Word and Excel   
 
Eligibility Requirements: 
 

· Interested candidates must submit a resume/CV online to be considered 
 

· Willingness to work overtime and on weekends with short notice; having a 
flexible schedule to work is key for this role 
 



· Must be willing to work in New York 
 

· Must have work authorization to work in the United States 
 

· Must be 18 years or older 
 

· Must be covered by Solutions, NBCU’s Alternative Dispute Resolution Program 
 
Desired Characteristics: 

· Experience with digitizing images using emerging technologies  
 

· Experience using Photoshop, photo-editing software such as Photo Mechanic or 
Bridge, various hard drives, DVD and CD media 
 

· Experience with digital photography software  
 

· Ability to problem-solve, meet deadlines, multi-task and prioritize  
 

· Quick study 
 

· Works well under pressure 
 
Sub-Business 
NBC Ent Communications  

Career Level 
Experienced 

City 
New York 

State/Province 
New York  

Country 
United States  
About Us 
At NBCUniversal, we believe in the talent of our people. It’s our passion and 
commitment to excellence that drives NBCU’s vast portfolio of brands to succeed. 
From broadcast and cable networks, news and sports platforms, to film, world-
renowned theme parks and a diverse suite of digital properties, we take pride in all 
that we do and all that we represent. It’s what makes us uniquely NBCU. Here you can 
create the extraordinary. Join us. 
Notices 
NBCUniversal’s policy is to provide equal employment opportunities to all applicants 
and employees without regard to race, color, religion, creed, gender, gender identity 
or expression, age, national origin or ancestry, citizenship, disability, sexual 
orientation, marital status, pregnancy, veteran status, membership in the uniformed 
services, genetic information, or any other basis protected by applicable law. 
NBCUniversal will consider for employment qualified applicants with criminal histories 
in a manner consistent with relevant legal requirements, including the City of Los 
Angeles Fair Chance Initiative For Hiring Ordinance, where applicable. 
 

 
Please mention that you were referred through the ParentJobNet website. 



Visit our website for more new job openings at www.parentjobnet.org 
It’s FREE to post jobs on the ParentJobNet website. Simply email your job postings to 

info@parentjobnet.org. 
 

 

 
 
 
 
 
 
  


