NEBRASKA STATE COLLEGE SYSTEM

CLASSIFICATION DESCRIPTION

AUDIO-VISUAL ASSISTANT

Scope of Work

This entry level technical work assisting in coordinating the selection, disbursement and return of audio-visual media and equipment.

Performs varied tasks such as assisting faculty and students in selecting appropriate audio-visual equipment and educational materials for classroom projects and instruction.  Work also includes operating, purchasing and scheduling audio-visual equipment, preparing and updating inventory records of current audio-visual  equipment and arranging for equipment repair and maintenance.  General supervision is provided by an administrative or technical superior with work reviewed in the form of user feedback, completeness of records and results achieved.

Examples of Work

Respond to telephone and personal inquiries concerning the availability of materials and equipment; schedule the use of all available audio-visual media by campus personnel; assist faculty and students in the selection of audio-visual materials based on classroom and project needs and availability of equipment.

Maintain catalogs, brochures and inventory records of available audio-visual instructional materials; contact and order audio-visual materials from approved distributors; maintain equipment records according to material usage, receipt, arrange and assist in providing necessary equipment maintenance.

Performs other duties as assigned.

Preferred Knowledge, Skills and Abilities

Knowledge of audio-visual media and equipment applications with in a classroom or teaching environment.

Knowledge of audio-visual media and equipment repair and maintenance requirements.

Ability to communicate effectively both orally and in writing with faculty, students and vendors.

Ability to prepare and maintain equipment scheduling, usage and repair records.

Ability to identify user’s needs and utilize problem-solving techniques in selecting appropriate audio-visual medium and equipment.

Skill in the operation and maintenance of audio-visual media and equipment.

Skill in the operation of a personal computer, typewriter, calculator and other common office machines.

Preferred Training and Experience

Graduation from Senior High School or equivalent supplemented by two years of clerical and technical work experience related to the operation and maintenance of audio-visual media and equipment.

Minimum Requirements

Graduation form Senior High School or equivalent supplemented by one year of general clerical experience including experience operating audio-visual equipment or any combination of skills, knowledge and abilities that meet these requirements.

Special Requirements

Incumbent may be required to pass a standard job-related typing/keyboarding test.

Essential Duties

Each College will determine for their won use the essential duties assigned to this position.

The foregoing is a general description of this position and may be changed from time to time by the System Administration.

