MT. SAN ANTONIO COLLEGE
Human Resources
REQUEST TO FILL - STAFF and ADMINISTRATIVE POSITIONS

**This form is used to gain approval prior to recruiting for a position.
Instructions for completing this form are located on the back.

Position: Audio Visual Support Tech

Department: _Technical Services

Time (FTE): _100 Term (months/year): 12

Work Schedule (Days, Hours): M - F, 12:00 PM - 8:30 PM

Salary Schedule (Range): A-81

Background and Rationale (use back of form if additional space is
needed): Current employee has been on medical leave since October,

2019 i ring effective 4/29/22 Tt L

Continued Funded Position (ex. Vacancy)
Former Employee (if applicable): RobertAvia
Last day of employment: 4/29/22
(Attach Existing Job Description)

O Newly Funded Position Fiscal Year

[J No Existing Job Description
(Attach Draft of New Job Description)

Classified [ confidential
[ Supervisory [J Administrative

**For Temporary Special Project Administrators only

[] Temporary Special Project Administrator
(Refer to AP 7135)

Temporary Special Project Administrators can only be hired through
the end of the current fiscal year. These positions can be renewed each
fiscal year, for up to five (5) years maximum with a status change form.

being filled with out of class employees

Please list any changes in the budgeted position as described above
(i.e. title, time, term, etc.).

Funding From: Unrestricted General
runas

Please list the Account Number(s) and Budget Amount(s) that is/are being used to fund this Position. This section MUST be completed in

order to provide budget for the position.

Account Number(s): 11000-672500-211000-613000-2100

100 % Amount $_98.873

Account Number(s):

% Amount$

Funding: (checkall thatapply) |¥| General Fund Unrestricted [] Restricted Funds [] Categorical ] Grant [] Temporary
[] Annual renewal of this position is contingent upon the College’s receipt of continued funding

End date:

Duration (if grant/temporary funded): Beginning date:

Comments:

=T 7]

_02-28-22
%Manag Signature Date 4. Human Resources Signature Date
/ — 03.02.2022 bb%ak,n 0/ 3122122
2. Dlvmz Vice Pr 1 ent Slgnature _Date 5. Vice Pre51dent iman Resources Date
03/17/2022
3.—AVP Fiscal Services Slgnature _Date
CCCBO

X Funding available o Funding not available Position Number: CA9989 Contract Number:

Comments:

Reviewed by President’s Cabinet, the following action was taken on the above request:
XApproved to fill immediately O Denied O Modified

If position does not have funding, provide funding directions:

Rationale:
6. Signature of President/ Date
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Board Approved August 11, 2021
FLSA: NON-EXEMPT

AUDIO VISUAL SUPPORT TECHNICIAN
DEFINITION

Under general supervision, provides first-level contact and primary issue resolution for users with
hardware, and applications issues; monitors enterprise systems for device failures, error messages and
other network malfunctions; responsible for issue determination, problem/incident recording, problem
resolution, and problem escalation as needed; provides direct operational services and assistance to all
user departments. Respond in person to basic audio visual support needs when requested. Schedules and
delivers audio visual and integrated control systems to faculty, managers, and staff; provides technical
support in the use of equipment as necessary.

SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from the assigned managerial personnel. Exercises no supervision of staff.
Exercises technical and functional direction over and provide training to temporary employees.

CLASS CHARACTERISTICS

Incumbents in this position are responsible for providing technical customer service and troubleshooting to
resolve or escalate primary hardware and software audio visual problems. Incumbents work in a fast-paced
environment requiring creative problem solving skills to meet last minute and emergency classroom and
meeting requirements. Incumbents at this level receive only occasional instruction or assistance as new or
unusual situations arise and are fully aware of the operating procedures and policies of the work unit. The
work involves frequent contact with others and coordination of multiple concurrent activities. This
classification is distinguished from the Coordinator, Audio Visual Systems in that the latter is responsible
for resolving complex issues that cannot be resolved by the Audio Visual Support Technician.

EXAMPLES OF ESSENTIAL FUNCTIONS (Illustrative Only)

1. Prioritizes requests, schedules, and coordinates the daily operation and use of presentation equipment
for classrooms, lecture halls, meeting rooms, and other venues’ needs and use.

2. Evaluates, responds to, and resolves first-level requests for computer assistance from users, including
students, experiencing primary problems with hardware, software, networking, and other computer
related technologies used in presentations.

3. Obtains and records concise user issue information; provides accurate and timely tracking and
resolution of issues in the documentation database.

4. Monitors scheduled processes and system alerts on enterprise systems; identifies and analyzes audio
visual system equipment problems and resolve or escalate according to procedures and
documentation; researches, resolves, and follows up on user problems; refers more complex problems
to specialized or higher-level personnel.

5. Diagnoses problems, performs troubleshooting and remedial actions to correct problems, and/or
recommends and determines solutions.

6. Delivers to, sets up, and picks up a variety of equipment from classrooms and meeting rooms; sets up
facilities for presentations and events, including occasional physical setup of tables, chairs, easels and
audio systems.

7. Installs, maintains, and repairs projectors, document cameras, pan-tilt zoom (PTZ) cameras, video
switchers, system controllers, and user interfaces controllers addressing both hardware and software
issues; instructs users in software applications usage and basic computer navigation; advises users on
best practices.
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8.

Provides technical support to faculty on the operation and use of audio visual and integrated control
systems in person and on the phone; explains system compatibility and limitations; advises and makes
recommendations to faculty on equipment for class instruction.

9. Provides for and maintains measures to ensure equipment security; identifies and reports missing
equipment to management; participates in group problem solving activities to promote continual
business process improvements and initiatives.

10. Assists in coordinating activities with Help Desk, Event Services, or other Presentation Services staff.

11. Participates on committees, task forces, and special assignments, including, but not limited to
Screening and Selection Committees and affiliated trainings. Prepares and delivers oral presentations
related to assigned areas if needed.

12. Performs other related or lower classification duties as assigned.

QUALIFICATIONS

Knowledge of:

1. Applicable College and departmental codes, policies, and procedures.

2. Basic principles and practices used in the operations, maintenance, and administration of enterprise
monitoring software, presentation equipment, complex integrated control systems, and related software
systems.

3. Basic techniques and methods of audio visual hardware and software evaluation, implementation, and
documentation.

4. Troubleshooting of audio visual equipment and computer hardware, software, network technology, and
operating system products.

5. Configuration and installation techniques related to audio visual and integrated control systems.

6. Occupational hazards and standard safety procedures related to installation and maintenance of audio
visual equipment.

7. Modern office practices, methods, and computer equipment and applications related to the work.

8. Techniques for effectively representing the College in contacts with governmental agencies,

community groups, and various business, professional, educational, regulatory, and legislative
organizations.

Skills & Abilities to:

PNk

10.

Operate and maintain audio visual and integrated control systems used in classrooms and campus
events.

Resolve audio visual system problems and incompatibilities and make or recommend system
improvements.

Respond calmly, efficiently, and creatively to last minute and emergency equipment needs often in an
active classroom environment.

Train staff on software applications and hardware usage.

Respond to and effectively prioritize a high volume of phone calls and other requests for service.
Organize own work, set priorities, and meet critical time deadlines.

Use English effectively to communicate in person, over the telephone, and in writing.

Learns and applies emerging technologies and, as necessary, to perform duties in an efficient,
organized, and timely manner.

Interpret, apply, explain, and ensure compliance with federal, state, and local policies, procedures, laws,
and regulations.

Review situations accurately and determine appropriate course of action using judgment according to
established policies and procedures.
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11. Establish, maintain, and foster positive and effective working relationships with those contacted in the
course of work.

Education and Experience:

Equivalent to an Associate’s degree from a regionally accredited college in computer science or related
field and one (1) full time equivalent year of responsible experience performing first-level technical
support on audio visual equipment, personal computers, and peripheral equipment, including software
administration in a multi-user environment.

Licenses and Certifications:
1. Possession of, or ability to obtain and retain an Extron Audio Visual Associate (AVA) Certification.
2. The incumbent may periodically be required to travel to a variety of locations. If operating a vehicle,

employees must have the ability to secure and maintain a valid California driver's license.

PHYSICAL DEMANDS

Must possess mobility to work in a standard office setting and use standard office equipment, including a
computer and telephone; to operate a motor vehicle to visit various College sites; vision to read printed
materials and a computer screen; and hearing and speech to communicate in person and over the telephone.
Standing in and walking between work areas is frequently required. Finger dexterity is needed to access,
enter, and retrieve data using a computer keyboard or calculator and to operate standard office equipment.
Incumbents in this classification frequently bend, stoop, kneel, reach, climb and descend ladders, work in
confined and overhead spaces, push, and pull drawers open and closed to retrieve and file information.
Incumbents occasionally lift, carry, push, and pull materials and objects up to 50 pounds with optional use
of equipment.

ENVIRONMENTAL ELEMENTS

Incumbents work indoors and outdoors, and are frequently exposed to dust, fumes, and allergens and
occasionally exposed to loud noise levels, inclement weather conditions, chemicals, mechanical and/or
electrical hazards, and hazardous physical substances. Incumbents may interact with staff and/or public and
private representatives in interpreting and enforcing departmental policies and procedures.





