Music Lab Supervisor

SUMMARY:

Supervise and maintain the music lab and assist patrons.

DUTIES AND RESPONSIBILITIES:

1. Hire and train Music Lab Assistants.

2. Maintain lab schedule.

3. Monitor lab security.

4. Maintain and clean lab equipment and work areas.

5. Purchase and install new software and hardware.

6. Create promotions materials such as fliers to promote the Music Lab.

7. Introduce new lab users to the equipment and explain lab policies and procedures.

8. Provide support and assistance to students at all times.

9. General office duties.

10. Other job-related duties as assigned.

KNOWLEDGE, SKILLS, AND ABILITIES:

· Excellent written and oral communication skills.

· Knowledge of the programs, software, and hardware used in the Music Lab.

