	MEDIA TECHNICIAN SENIOR
(Media Services)

	OPENS: APRIL 22, 2005                 CLOSES: MAY 13, 2005

	MONTHLY
SALARY: 
	$2,148 (starting)
Periodic increases to $2,249 – $2,354 – $2,468 – $2,586 – $2,712

	BENEFITS:
	Medical, Dental, Vision, Retirement, Vacation, Sick Leave, Tuition Reduction

	SCHEDULE: 
	40 hours per week, Monday – Thursday, 1:00PM to 10:00PM and Friday, 9:00AM – 6:00PM, with occasional day and weekend hours.


	


 
DESCRIPTION:
Media Services provides support to the campus community through the delivery of media equipment, production of media materials in a variety of formats, by maintaining a collection of relevant media materials, and through other associated services.  Media Services is part of Instructional Resources, which includes instructional computing support (classrooms and labs), instructional design assistance, multimedia production, and library and media materials and services.

 

This position reports to the Director of Media Services/Library System Administrator, takes instructions from the Media Technician Lead, and has responsibility for scheduling, setting up and operating audio-visual equipment, multimedia computers, interactive television systems, satellite receivers, and media production equipment.  This position also participates as a member of our media production team which is lead by the Electronic Media Producer II.

 

As a part of the Media Services team, this person participates in department planning and program development.

 

DUTIES:
Equipment:  
·        Provide customers with advice and instruction in the effective use and operation of media equipment;

·        Provide customers with recommendations and specifications for purchase of new equipment;

·        Receive customer requests for equipment and determine appropriate equipment to satisfy the request.  Enter requests and inventory information into the scheduling system;

·        Assist in the delivery, set up, operation and pick up of media equipment for classroom activities, meeting, and events;

·        Organize the storage of media equipment;

·        Maintain an up-to-date collection of equipment catalogs and operation manuals;

·        Assist in performing quarterly inventories and periodical spot checks of equipment location and condition;

·        Assist in performing preventative maintenance and simple on-the-spot maintenance on media equipment;

·        Confer with customers on the performance of equipment;

·        Respond to customer’s reports of equipment breakdown to either repair or replace malfunctioning equipment;  

·        Coordinate with equipment repair vendors for repair of malfunctioning equipment; and

·        Install and adjust media equipment, make cables, etc.

Production:    
·        Work collaboratively with other media services staff to produce media materials, using analog and digital production equipment and software;

·        Schedule, set-up, adjust, test and operate production equipment;  

·        Maintain and update collection of video stock footage to be used in productions;  

·        Ensure that signals and composition are consistent and of high quality;

·        Create electronically generated graphics for video and multimedia production;

·        Comply with copyright laws and advise faculty and staff regarding copyright law as it applies to the duplication, production and presentation of media materials; and

·        Copy and edit audio and video materials in a variety of formats.

 

Interactive television, off-air recording, and satellite downlink duties:
·        Schedule, set up and operate interactive television, off-air recording, and satellite downlink equipment.

 

General:   
·        Participate actively during meetings and on Media, Library, and campus committees;  

·        Participate in resolving complex issues, developing department procedures, and in planning for future growth and changes;

·        Assist with training part-time and student employees in the procedures and operation of media services; 

·        Refer customers to other Instructional Resources staff members for their services; 

·        Prepare and submit statistical reports that reflect the services of the area, provide insight into the operation and aid in decision making; and,

·        Order supplies needed to perform assigned duties.

 

Professional Development:    
·        Participate in professional development and training opportunities.

 

MINIMUM QUALIFICATIONS:
High school graduation and one year of experience as a Media Technician OR equivalent education/experience. 

 

COMPETENCIES:
In addition to the Minimum Qualifications, the ideal candidate for this position will have the following characteristics, abilities, and aptitudes:

 

·        Demonstrates interest in supporting and focusing on the vision, mission, and goals of the organization and team.

·        Demonstrates aptitude for using technology effectively, and for learning new technologies as they become available.

·        Ability to support teamwork through open and honest communication.  Builds constructive internal and external working relationships characterized by a high level of acceptance, cooperation, and mutual regard.

·        Demonstrates aptitude for giving and accepting constructive feedback.  Earns trust, respect and confidence of supervisors, coworkers and clients through consistent honesty, forthrightness and professionalism in all interactions.

·        Adapts easily to changing business needs, conditions and work responsibilities.  Adapts approach, goals and methods to achieve successful solutions and results in dynamic situations.  Demonstrates receptiveness to new ideas and uses creativity and innovation when contributing to organizational and individual objectives.

·        Ability to write and speak clearly and succinctly using language that is appropriate to both the complexity of the topic and the knowledge and understanding of the audience.

·        Demonstrates an advanced understanding of equipment, software, and techniques for the production of audio, video, and web materials.

·        Demonstrates ability to compose camera shots that complement and enhance the program's objectives in an interesting, appropriate and aesthetically pleasing way.
·        Demonstrates an aesthetic appreciation of lighting subtlety in creating lighting effects that show depth and texture, and create the appropriate mood.  

 

	APPLICATION PROCEDURES

To be considered for this position, applicants must complete an official Highline Community College application form and supplemental examination.  A résumé will not substitute for any part of the required materials.  Written application materials are evaluated, and the supplemental examination will be rated on specific job elements according to criteria that evaluate skills and abilities.  The top group of the most qualified passing applicants will be referred to the selection committee for consideration.
 

To request an application, call the JOBLINE at (206)870-3751 or email JOBS@highline.edu.  Requests must be received at least three business days prior to the closing date; applications will not be mailed after that time.  Our mailing address is HUMAN RESOURCES, HIGHLINE COMMUNITY COLLEGE, Building 9, P.O. Box 98000  MS 9-7, Des Moines, WA 98198-9800.  A College application and supplemental examination must be received by Human Resources no later than 5:00 p.m., on MAY 13, 2005.  Applications received or postmarked after that date will not be considered.
 

Application materials may be returned in person or by mail to the above address, or may be faxed to (206) 870-3773.  Should you decide to fax your materials to us, please also submit original documents by mail.  To view our web site, go to http://www.highline.edu/.
 

The eligibility list established from this recruitment will expire on June 30, 2005.


NOTE: This is an agency shop bargaining unit position. As a condition of employment you must within thirty days after appointment, (1) become a member of Washington Public Employee's Association, OR (2) pay a representation fee, OR (3) pay a nonassociation fee. Nonpayment of such a fee is grounds for dismissal. Any dispute between the employee and the WPEA as to the amount of the representation fee can be resolved only under procedures provided by the WPEA, and not the employer.

HIGHLINE COMMUNITY COLLEGE IS AN EQUAL OPPORTUNITY EMPLOYER AND EDUCATOR AND OPERATES UNDER AN AFFIRMATIVE ACTION PLAN. THE COLLEGE STRONGLY ENCOURAGES QUALIFIED MEN AND WOMEN OF ALL RACES, RELIGIONS, AND ANCESTRY; DISABLED AND VIETNAM ERA VETERANS; AND PERSONS OF DISABILITY TO APPLY. APPLICANTS WITH DISABILITIES WHO REQUIRE ASSISTANCE WITH THE RECRUITMENT PROCESS WILL BE ACCOMMODATED TO THE EXTENT REASONABLY POSSIBLE. TO REQUEST ACCOMMODATIONS CALL (206) 878-3710 EXTENSION 3220 OR TTD FOR THE DEAF AND HARD OF HEARING AT (206) 870-4853.

If hired, you will be required to provide proof that you are either 1) a U.S. citizen, or 2) an immigrant whose status permits you to lawfully work in this country.

All materials submitted become the property of Highline Community College and cannot be returned. Personal copies need to be made prior to submitting application materials to the Human Resources Department. Copying services are not provided by the Human Resources Office. Any corrections, modifications, or changes relating to this position announcement will be posted in the Human Resources Office, Building 9, Highline Community College.
