General Technician

Part-time position.
For current salary range see pay schedule

Includes benefit package..

20–40 hours/week

varying schedule that may include early mornings, evenings, and weekends

Provides all-around general assistance in each of the following areas, as assigned:

Assists with live and ENG coverage of government meetings as designated;    assists on a variety of staff projects and productions; is responsible for taking     video and audio equipment reservations, checking in and out access equipment to the public, and keeping accurate records and equipment inventory; assists in day-to-day playback, cataloging, scheduling of tapes, and monitoring live programs; may provide technical training and/or support to members of the public, govern-ment, and the educational community in the operation of CTSCC video equipment.  

TYPICAL DUTIES (may include, but are not limited to, the following):

· Directs coverage of government meetings from the control room.

· Enters graphics for government meetings and operates character generator during meetings.

· May occasionally direct, produce, shoot, light, or perform audio for taped government meetings on location (and may need to use a personal vehicle for such travel).

· Keeps an accurate inventory of equipment room equipment and accessories.

· Takes equipment reservations by phone and in person during appropriate hours.

· Keeps a running schedule of future equipment and facility reservations.

· Checks in and out equipment to public access users during appropriate hours.

· Tests video and audio equipment for basic condition and troubleshooting.

· Helps maintain paper, bar-coded, and electronic files and records.

· Assists public access users at the facility with equipment questions.

· Loads and operates VTR’s for playback, recording, and dubbing of programs.

· Operates computer equipment and maintains accurate records.

· Helps to manage the videotape library.

· Monitors the channels and adjusts TBC’s and VTR’s to insure quality; may ride audio levels.

· Helps to edit and create station ID’s and promo tapes.

· Performs basic maintenance and head-cleaning of VTR’s when necessary.

· Helps to create on-air graphics and operation of character generator.

· Assists on various aspects of staff-produced productions at CTSCC under staff supervision.

· Assists with other staff-directed projects on an as-needed basis.

· May provide technical training in specified areas of production to potential producers.

· May assist volunteers, video users, and community producers with video equipment during multi-camera productions in the field.

· May collect payment from drop-in students and issue a receipt for student and staff.

· May administer handouts and certification tests, correct the tests, and certify students.

· Performs other duties as assigned.

Continued on next page------------(
MINIMUM QUALIFICATIONS

Knowledge, Skills, and Abilities:

Working knowledge of:
· All technical aspects of video production, including operation of video cameras, tape machines, character generators, video graphics systems, audio equipment, studio equipment, and editing systems.

· Studio-style directing theory appropriate for government meetings.

· Standard office computers and software programs.

Demonstrated Ability to:
· Shoot and direct live video productions.

· Direct / operate graphics for several hours at a time. 

· Maintain a professional and discreet demeanor during government meetings.

· Operate the various types of television production equipment specific to the assigned government meeting, studio, or field project in a safe and effective manner.

· Pay attention to details and organize files and records.

· Train interns, volunteers, temporary staff, and/or community users, successfully transferring knowledge of highly complex equipment and production techniques to users of various ages and levels of expertise.

· Communicate effectively with the public and/or volunteers, conveying a warm and welcoming public manner.

· Work creatively and flexibly in a team environment, operating autonomously under minimal supervision, but accepting direc​tion, supervision, and guidance when appropriate.


Additional Requirements:
· Must have a flexible schedule and be reasonably available for work early mornings, evenings, and weekends.

· Must be punctual, dependable, and responsible with respect to scheduled work assignments.

· Must possess and maintain a valid California driver's license, have a safe driving record, and maintain California minimum required automobile insurance.

Education and Experience:

Any combination of education and experience that provides the skill, knowledge, and abilities required is qualifying.  A typical way to obtain these requirements would be:


An AA or higher degree, or 24 college units, or vocational/professional certification, in television production or a public access -related field; or two years of full-time television production experience. 

DESIRABLE QUALIFICATIONS

· Ability to communicate in Spanish.

· Understanding of local government structure.

· General knowledge of the policies, rules, and regulations of CTSCC.

•    General knowledge and experience of playback systems, digital non-linear editing systems, and televising government meetings.

· Current and ongoing CTSCC membership. 

· Current California Driver’s License and registered vehicle. 

· Prior volunteer or work experience with a non-profit organization.
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