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timeline

4�Get an organizational chart, both station and corporate

4�Get a personnel list, with photos if possible, to learn names and faces

4�Read the local paper online; check TV and radio websites daily

Before
you arrive

YOUR NOTES:

It’s easy to feel overwhelmed by all you have to learn and do when 
you’re new in the job. WDSU’s Anzio Williams says he divided his first 
year as news director into three phases: “The first phase is seeking to 
understand what you do without making any changes,” he says. “The 
next phase would be seeking to be understood. Once I know what 
you’re doing, I can tell you what I’m trying to do. The third phase is, if 
you can’t understand what we’re trying to do, then we have to figure 
out what’s the next step?” 

Creating a timeline for your first few months may help you stay on track. 
We’ve started one with suggestions from other news directors and left 
blanks for you to add your own.
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timeline

4�Attend editorial meetings from day one

4�Meet newsroom staff in a group by the end of the week

4�Sit on the assignment desk for an hour or two during the week

4�Meet one-on-one with the GM to set goals and priorities

4�Create a written action plan and share it with the GM  
(See “Action Plan,” page 37)

First
week

YOUR NOTES:
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4�Meet separately with all department heads, including human 
resources, engineering, finance and sales; schedule future weekly 
meetings 

4�Get a handle on newsroom contracts, major equipment issues and 
the budget cycle

4�Begin meeting every member of the news staff, one-on-one 

4�Let the staff know you’re watching the newscasts; offer some  
direct feedback

4�Celebrate wins

4�Update GM on action plan

Second
week

timeline

YOUR NOTES:
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timeline

4�Complete one-on-one meetings with newsroom staff and news 
managers

4�Begin offering positive feedback in editorial meetings, post-mortems 
or memos

4�Do nothing major—listen and observe

4�Update GM on action plan

Third
week

YOUR NOTES:
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4�Have one easy win; change something that will make you popular

4�Tour the transmitter site with an engineer

4�If it doesn’t exist, ask HR to help create a pictorial directory 

4�Update GM on action plan; ask for help getting over roadblocks

Fourth
week

timeline

YOUR NOTES:
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4�Work the morning shift 2–3 days one week

4�Work the late shift 2–3 days another week

4�Work the weekend shift at least once

4�Go out on assignment with reporters and photographers

4�Spend time with producers

4�Institute regular reviews of stories and newscasts

Two Months
next

timeline

YOUR NOTES:




