Recording Assistant

SUMMARY: 

Under general supervision, provides recording engineering and technology assistance for broadcasts and live performances. 

DUTIES AND RESPONSIBILITIES: 

1. Assists with recording live music concerts and recitals, special studio recording sessions, and live radio broadcasts using digital audio editing, multimedia, and audio compact disc mastering hardware and software.

2. Repairs and maintains audio-visual equipment for the unit, including electronic recording studio facilities, or other university special projects.

3. Edit promotional announcements and other audio for air.

4. Makes CD covers and edits concerts.

5. Maintain archives.

6. Prepare pre-recorded programs as needed.

7. Maintain storage spaces and physical equipment inventory.

8. Remains current in multiple technical fields, including multimedia, computer-based training, video, electronic music, and other computer applications.

9. Performs miscellaneous job-related duties as assigned.

KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:
· Knowledge of systems analysis, system software, and computer hardware.

· Ability to set up, calibrate and operate studio recording equipment.

· Ability to utilize advanced audio and/or video recording, mastering and editing techniques.

· Ability to install, maintain and repair electronic recording studio equipment and facilities.

