A-V Equipment Room Attendant

SUMMARY:

Under limited supervision, works in an audio-visual equipment room maintaining and checking out equipment and assisting patrons with reservations and equipment usage.

DUTIES AND RESPONSIBILITIES:

1. Issuance of various equipment as reserved by faculty, staff, or students.

2. Manage equipment records.

3. Maintain and locate equipment.

4. Assist with annual inventory.

5. Maintain office email and voicemail.

6. Answer questions about equipment.

7. General office duties as needed.

8. Other job-related duties as assigned.

KNOWLEDGE, SKILLS, AND ABILITIES:

· Good oral and written communication skills.

· Friendly disposition.

· Must have working understanding of a-v equipment, as well as general office equipment.

· Knowledge of basic computer software, such as MS Office.

· Must be able to stand and walk for extended periods.

