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 Class Specifications 
 for the Class: 
 
 AUDIO VISUAL PRODUCTION SPECIALIST 
 (AUDIO VISUAL PRODUCTION SPCLT) 
 
 
Duties Summary: 
 

Plans, directs, coordinates, and supervises the services 
provided by a media production and AV/TV utilization facility, 
including the production of closed circuit television and audio 
visual presentations; and performs other duties as required. 
 
Distinguishing Characteristics: 
 

This class involves overall operational responsibility of a 
media production and utilization facility including the 
production of closed circuit TV and audio visual presentations 
for schools and the general public. 
 

Work involves extensive personal contacts with teachers, 
students, librarians, and the general public.  Primary purpose of 
these contacts is to promote the utilization of the facility and 
to provide advisory services in the effective use of available 
equipment, materials, and services in an audio visual/media 
facility.  Such advisory services require the application of a 
thorough knowledge of the principles, techniques and procedures 
of communication. 
 

Guidance is received from supervisor only on problems of a 
general administrative nature or on policy matters. 
 
Examples of Duties: 
 

Develops and maintains good relations with the schools and 
community served; promotes the utilization of media materials, 
equipment and services; identifies where media resources can best 
be used and recommends appropriate action; initiates and provides 
AV and TV workshops for students, teachers, and other interested 
parties; assures that rules and regulations concerning the 
lending of AV equipment and the use of facility's materials, 
equipment and services are adhered to; develops, plans, advises 
and/or supervises the production of closed circuit TV and audio 
visual presentations for schools and the general public; 
responsible for the orientation and training of subordinates and 
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student assistants; provides administrative supervision over 
technicians who repair and maintain equipment within facility; 
may supervise the production of CCTV and AV presentations by 
directing subordinates from the control console; coordinates 
media related activities with other specialists; prepares and 
submits purchase orders for routine supply and equipment needs; 
maintains AV/TV equipment inventory; recommends the purchase of 
major media equipment; develops plans and procedures for the 
utilization of personnel and other resources to improve services; 
attends lectures and meetings and reads materials to keep abreast 
with latest trends in media and communication developments; 
submits budget and other reports as necessary; and performs other 
duties as required. 
 
Knowledge and Abilities Required: 
 

Knowledge of:  Principles, techniques and procedures of 
communications; theory and techniques of production and 
utilization of all audio visual media, including television; and 
principles and practices of supervision. 
 

Ability to:  Apply above knowledge and assume responsibility 
for the direction of a media reproduction and AV/TV utilization 
facility; deal tactfully with users of a media reproduction and 
AV/TV utilization facility and promote the use of facility and 
services; and supervise the work of sub-professional staff. 
 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  
 

This is the first specification for the new class AUDIO 
VISUAL PRODUCTION SPECIALIST. 
 
 
 
DATE APPROVED: 2/21/1977 /s/    Wayne Yamasaki 
  DONALD BOTELHO 

Director of Personnel Services 
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