
 

Job Title:  Media & Production Specialist                 Wage/Hour Status:  Exempt 

Reports To:  Center Director                                          Pay Grade:       Admin Pay Scale 2 

Dept. /School:  Facilities & Operations                      Date Revised:   02/22/2019 

 

 
The purpose of this position is to manage the audio, visual and technology needs of the venue and 
patrons, and to assist with the maintenance of computer upgrades and other technology related tasks 
when requested. This is accomplished by operating, maintaining, servicing, and coordinating repairs to 
A/V equipment, broadcast equipment, video displays, and A/V infrastructure at the facility. Other duties 
may include signal routing/patching, making recommendations for equipment purchase and 
replacement, and providing A/V support for meetings and rental events clients. This position requires 
providing direction to third party vendors and temporary staff. 
 
Qualifications: 
Education/Certification:                                                                                                                                        
Bachelor’s degree in a technology related field preferred 
 
Special Knowledge/Skills: 
Strong organizational skills  
Working knowledge of sound and lighting systems, computers and video production equipment 
Ability to coordinate multiple events  
Ability to manage personnel  
Ability to detect and solve problems in an efficient and cost effective manner 

Working knowledge of the functions, operations, and equipment used in a multipurpose 

Performing Arts venue 

Strong communication, public relations, and interpersonal skills 
 
Experience: 
Minimum of five years experience working in a multipurpose special events facility, venue, 
entertainment industry or work related experience preferred. 
 
Major Responsibilities and Duties: 
 

1. Coordinate the technology, audio/visual and lighting needs for all events. Assist presenters and 
participants with audio/visual and technology equipment, as needed 

2. Ensure equipment is maintained by cleaning, testing equipment, performing diagnostics on 
components, and designing and implementing procedures to reduce equipment wear and tear. 
Maintains equipment and supplies inventory levels, warranties, and contracts.  Researches and 
recommends new and replacement equipment and/or A/V services purchases. 



3. Coordinate event A/V needs with center staff by participating in building walk through, 
determining A/V needs, and creating rental event A/V equipment usage cost and staffing 
estimates.   Assist with the organization of meeting and performance spaces. 

4. Responsible for all setup, installation, operation and removal of technology, audio, lighting and 
production related items for all events.  

5. Extensive knowledge of sound and lights operating consoles, equipment safety and industry 
standards.     

6. Coordinate the center A/V activities by attending center events; scheduling, reviewing, and 
providing feedback for third party vendors; and training center and non-center staff on proper 
equipment usage. 

7. Create and implement graphics, video, and audio materials on venue platforms for district 
events, meetings, and rental events. Assists marketing division with building graphics for 
marquees, video screens and TV displays. 

8. Maintain an accurate inventory record of all audio, visual and technology related center 
equipment. Establish and administer a checkout system for all audio/visual equipment. 

9. Administrate, maintain and update the performing arts center’s digital signage systems on an 
ongoing basis. 

10. Assist District technology personnel with computer upgrades and maintenance, when necessary. 
11. Provide various forms of administrative service by creating and maintaining documents and 

records, drafting checklists, reviewing thirds party invoices, and providing other general services 
as required. 

12. Perform other duties as assigned by the Center Director.  
 
Supervisory Responsibilities: 
Assist in the supervision of staff, students, and patrons at designated Performing Arts Center events. 
 
Equipment Used: 
Computers, projection devices, printers, network resources, cameras, lighting and audio equipment, 
control panels, productivity software and other hardware and software necessary to perform the 
functions of the job. 
 
Working Conditions: 
 
Physical Demands 
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. 
 
While performing the duties of this job, the employee is regularly required to use hands to operate 
radio, and work on computer. The employee is regularly required to use feet and legs to walk the facility 
as many times as required during an event the employee is charged with for the day. The person must 
be able to climb stairs and walk long distances to access all seating, must be able to work extended 
hours, weekends, and holidays as required. Frequent prolonged and irregular hours. Ability to lift and 
carry objects up to 45 pounds. Ability to maintain emotional control under stress. 
 
NOTE: The foregoing statements describe the general purpose and responsibilities assigned to this job 
and are not an exhaustive list of all responsibilities, duties, or skills that may be required. 


