Media Assistant

SUMMARY: 

Under general supervision, operates media equipment and performs detailed inspections. Maintains records and inventories and recommends orders for materials and equipment. May provide supervision and instruction.

DUTIES AND RESPONSIBILITIES: 

1. Prepare and operate media equipment.

2. Assist instructors in identifying media needs and procuring equipment, software, etc.

3. Order special equipment as needed and maintain records for equipment rentals, etc.

4. Oversees students who are working with media equipment during class.

5. Trains students as need to assist instructors.

6. Set-up and operate media equipment.

7. Perform routine maintenance of equipment.

8. Inspect and repair films as needed.

9. Deliver equipment around campus.

10. Other job related duties as assigned.

KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:
· Expertise in media equipment operation.

· Organization.

· Knowledge of the media arts.

