State of Georgia Job Description

	Job Title: Audio-Visual/Info Tech. Spec 
Job Code: 10610 
Last Update: 8/1/2002 
Salary Plan: DTAE Support Staff Salary Plan (SUP) 
Pay Grade: 03 
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Job Description, Responsibilities, Standards, and Qualifications 

Job Description:
Under general supervision, provides technical assistance to faculty and staff for instructional delivery. May teach non-credit courses and/or facilitate educational training groups. Maintains an inventory system for all audio/visual and technological equipment. May serve as GSAMS site facilitator and coordinator. May produce employee identification badges and photographs for use by agency management and personnel. May supervise subordinate employees. 




Job Responsibilities & Performance Standards:
1.
Provides technical assistance to faculty and staff for instructional delivery via two-way interactive video, computer networks and multimedia work stations. (Performed by all incumbents) 
1.
Assists in appropriate assessment of need for technology.
2.
Recommends use of appropriate hardware and software for programs and target populations.
3.
Responds to requests for assistance in a timely manner.
4.
Evaluates distance learning faculty, equipment, facilities and services for effectiveness.
5.
Coordinates GSAMS equipment for student educational sessions and provides appropriate assistance to staff for operating the equipment, as necessary.
2.
Teaches non-credit courses and/or facilitates educational training groups for students. (Performed by some incumbents) 
1.
Delivers effective individualized programs of instruction to class members.
2.
Ensures adherence to technical college and safety requirements in classrooms and labs by following established procedures.
3.
Correctly assesses the educational needs and class progress of students.
4.
Selects and obtains appropriate educational materials for courses.
5.
Prepares reports on the current status of students in the program indicating whether performance is aligned with performance indicators, program goals and progress schedule.

3.
Maintains an inventory system for all audio/visual and technological equipment. (Performed by all incumbents)
1.
Maintains and continually monitors an efficient inventory system for materials and supplies for the education program.
2.
Maintains an effective inventory and check-out system for media equipment. Assesses the condition of equipment each time equipment is returned.
3.
Maintains accurate records and logs of all inventory, equipment and services rendered according to established procedures.
4.
Ensures invoices of audio/visual services are sent to the appropriate group and to accounting section in a timely manner.
5.
Maintains open lines of communication with the business office to keep it abreast of necessary repairs to equipment and/or acquisition of replacement parts.
4.
Serves as GSAMS site facilitator and coordinator. (Performed by some incumbents)
1.
Coordinates the scheduling of distance learning classes for the technical college in conjunction with off-campus personnel.
2.
Schedules conferences with other technical colleges, other institutions or other state agencies.
3.
Records or tapes distance learning conferences and workshops.
4.
Provides copies of schedule confirmation or cancellations to involved sites of any scheduled conference prior to event.
5.
Produces employee identification badges and color and black and white photographs for use by management and personnel. (Performed by some incumbents) 
1.
Operates employee I.D. system in order to produce high quality employee badges.
2.
Properly operates photo-recorder camera to photograph applicants.
3.
Determines appropriate locations for acquiring necessary photographs.
4.
Submits photographic film to film lab and requests appropriate services to accomplish project requirements.
5.
Assists in distributing high quality final product according to customers' specifications in a timely manner.
6.
Creates and maintains a high performance environment characterized by positive leadership and a strong team orientation. (Performed by some incumbents)
1.
Defines goals and/or required results at beginning of performance period.
2.
Communicates regularly with staff on progress toward defined goals and/or required results, providing specific feedback and initiating corrective action when defined goals and/or required results are not met.
3.
Evaluates employees at scheduled intervals, obtains and considers all relevant information in evaluations.
4.
Motivates staff to improve quantity and quality of work performed and provides training and development opportunities as appropriate.
7.
Maintains knowledge of current trends and developments in the field by attending professional development training, workshops, seminars and conferences and by reading professional literature in the related technical field. (Performed by all incumbents.) 
1.
Attends internal and external educational programs and professional meetings as requested.
2.
Participates in regular meetings of available and applicable professional organizations.
3.
Reads professional literature and translates complex or technical information into a meaningful format that may be understood by others.
4.
Coordinates meetings, establishes agendas and records accurate minutes of meetings.
5.
Actively recruits members of advisory committee.
8.
Displays a high level of effort and commitment to performing work; operates effectively within the organizational structure; demonstrates trustworthiness and responsible behavior. (Performed by all incumbents)
1. Demonstrates eagerness to learn and assume responsibility; seeks out and accepts increased responsibility; displays a "can do" approach to work.
2. Shows persistence and seeks alternatives when obstacles arise; seeks alternative solutions; does things before being asked or forced to by events.
3. Works within the system in a resourceful manner to accomplish reasonable work goals; shows flexibility in response to process change and adapts to and accommodates new methods and procedures.
4. Accepts direction and feedback from supervisor and follows through appropriately.
5. Works when scheduled; begins and ends work as expected; calls in according to policy when arriving late for work or when absent; observes provisions of Fair Labor Standards Act; observes policies on break and lunch periods; uses work time appropriately.



Minimum Qualifications:
A degree from an accredited college or university or technical college *and* completed courses comparable with the curriculum taught *OR* experience/expertise in the area of curriculum taught and/or related technology. Faculty must be credentialed to satisfy all appropriate accrediting bodies for the courses assigned. 

Preferred Qualifications:
No preferred qualifications information is available. 

	
NOTE: 
Job description information is extracted daily from the official Phoenix HRMS Job Code database. Problems in conversion may cause formatting errors in some job descriptions. 

The information presented, while not an exact or exhaustive listing, describes the work, performance standards, and qualifications typically required of positions or employees in this job. A specific position description or employee performance plan may differ as long as it is consistent with the core Responsibilities, Standards and Qualifications of that job. 




For questions or comments, please contact us or read our disclaimer. 

© 1998-1999 The State of Georgia & The Georgia Merit System
ALL RIGHTS RESERVED. 
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