SAN BERNARDINO COMMUNITY COLLEGE DISTRICT
Multimedia Specialist (Continued)

San Bernardino Community College District

multimedia specialist
Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class. Specifications are not intended to reflect all duties performed within the job; however, any additional duties will be reasonably related to this class.

Summary Description

Under general supervision, performs a variety of technical services in the installation, operation, and maintenance of instructional multimedia systems including audio equipment, video equipment, and computer based multimedia systems; delivers and picks up equipment; performs maintenance and repair on multimedia equipment; participates in the training of college staff and instructors in the use of multimedia systems and equipment; and maintains a variety of records.
This is the journey level class within the Multimedia Specialist series. Employees within this class are distinguished from the Senior Multimedia Specialist in that the latter position organizes, coordinates, and oversees the functions and duties of the media center and provides functional and technical supervision over staff and students. Employees at the Multimedia Specialist level work independently and are fully aware of the operating procedures and policies of the work unit.
representative Duties

The following duties are typical for this classification.

1. Delivers, installs, sets up, operates, maintains, and retrieves a variety of multimedia equipment including multimedia computer systems, audio systems, video, and projection equipment; ensures security of equipment by securing rooms and equipment.
2. Receives and records incoming orders from faculty, staff, and administrators for equipment, media, and support requests from telephone, voice mail, e-mail, and hard copies; updates daily equipment and media delivery schedule.
3. Checks out equipment and media to faculty, staff, and administrators; delivers and picks up equipment to and from classrooms; delivers and picks up multimedia equipment to off campus sites as necessary.

4. Provides support and training for faculty, staff, students, and administrators on equipment operation and use and hardware and software; operates equipment as needed.
5. Performs maintenance and repair of multimedia equipment; cleans equipment; replaces filters; troubleshoots problems; assists in coordinating major repairs with outside vendors as necessary including dropping off and picking up equipment.

6. Duplicates material from video or digital video to DVD, VHS, or other medium as requested by students and staff; ensures compliance with state and federal regulations and mandates in connection with copyright laws applicable to audio-visual, microcomputer, and multimedia programs; assists in maintaining film and video libraries.

7. Responds to inquiries and requests for information from students, faculty, staff, and visitors; provides information and suggestions for use of multimedia equipment; resolves complaints in an efficient and timely manner.

8. Assists in converting classrooms, labs, and conference rooms to technology enhanced or smart classrooms as assigned.

9. Assists in scheduling the use of multimedia equipment and materials.

10. Assists in the inventory of multimedia equipment and supplies.
11. Researches and recommends to higher level college staff suitable multimedia hardware, software, and or services.

12. Maintains a variety of records related to multimedia functions.

13. Performs related duties as required.

QUALIFICATIONS

The following generally describes the knowledge and ability required to enter the job and/or be learned within a short period of time in order to successfully perform the assigned duties.

Knowledge of:
Principles, practices, techniques and procedures of multimedia operations, maintenance and repair.

Operational characteristics of multimedia equipment and tools.

Principles of instructional design and video production and direction.

Office procedures, methods, and equipment including computers.

Principles of analog and digital electronic circuitry.

Principles of data storage and maintenance.

Principles and procedures of record keeping.

English usage, spelling, grammar and punctuation.

Occupational hazards and standard safety practices. 
Ability to:

Troubleshoot and repair mechanical digital audio visual equipment and multimedia equipment.

Operate audio equipment, video recording and display and equipment, computer based multimedia systems, on-line computer based multimedia distribution systems, distance learning system.

Deliver multimedia equipment using standard handling procedures.

Perform heavy lifting and maneuvering.

Respond to complex requests for information and assistance.

Plan and organize work to meet changing priorities and deadlines.

Work independently in the absence of supervision.

Communicate clearly and concisely, both orally and in writing.

Establish and maintain effective working relationships with those contacted in the course of work.

Education and Experience Guidelines - Any combination of education and experience that would likely provide the required knowledge and abilities is qualifying. A typical way to obtain the knowledge and abilities would be:

Education/Training:
Equivalent to the completion of the twelfth grade supplemented by college level course work in computer technology, video production or a related field.
Experience:
Two years of experience in multimedia operations and production.
License or Certificate:

Possession of an appropriate, valid driver’s license.
physical demands and WORKING ENVIRONMENT

The conditions herein are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential job functions.

Environment: Work is performed in indoor and outdoor environments; travel from site to site; exposure to noise, dust, unpleasant odors, and inclement weather conditions; occasional exposure to risks controlled by safety precautions. Occasional exposure to risks controlled by safety precautions. Positions may be required to work evenings and weekends.
Physical: Primary functions require sufficient physical ability and mobility to work in an indoor and outdoor environment; to stand or sit for prolonged periods of time; to occasionally stoop, bend, kneel, crouch, reach, and twist; to lift, carry, push, and/or pull light to moderate amounts of weight; to operate office and multimedia equipment requiring repetitive hand movement and fine coordination including use of a computer keyboard; and to verbally communicate to exchange information.
Vision: See in the normal visual range with or without correction; vision sufficient to read computer screens and printed documents; and to operate assigned equipment.

Hearing: Hear in the normal audio range with or without correction.
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