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Reports to:  Supervisor of the Media Center 
 
Nature and Scope of the Job: 
 
To provide leadership and management overview for the coordination and supervision of 
Audiovisual needs and uses in Monmouth Regional High School, including but not 
limited to working with staff development and training on uses of equipment, budget 
development, inventory, repair, and purchasing of audio-visual equipment within the 
district, so as to insure maximum educational use of AVA equipment at all times. 
 
Qualifications: 
 

1. Working knowledge of electronic equipment including, sound video, computers, 
cable, fiber optics and satellite. 

2. Minimum of (3) years’ experience, with a minimum of one (1) in a school setting 
desired. 

3. Demonstrates leadership skills in the areas of use of equipment and technological 
advancement. 

4. Working knowledge and understanding of copyright laws and regulations. 
5. Strong interpersonal and communication skills with the students, staff and 

community. 
6. Demonstrates sensitivity for cultural diversity. 
7. Demonstrated and sustained ability to perform all the necessary physical and 

mental functions of active job performance. 
8. Required criminal history background check and proof of US citizenship or legal 

resident alien status. 
9. Minimum degree requirement of A.A. 
10. Maintain the physical capability to meet the needs of the job. 

 
Employment Terms: 
 
Eleven (11) months as determined by the Monmouth Regional High School Board of 
Education.  Work year September 1 through June 30th.  Holidays follow the teachers’ 
calendar from the time teachers’ return until they leave.  Must work 22 days total during 
the months of July and August, as mutually agreed to and approved by the 
Superintendent of Schools. 
 
Job Functions and Responsibilities: 
 

1. Video Technician. Deliver, repair and schedule for repair all equipment in MRHS 
(Audio, visual, computer and specialty items). 

2. CLOSED CIRCUIT TELEVISION: Operate and maintain the CCTV System.  
Assist with the creation, implementation and supervision of the morning 
announcement program, (MRNEWS) 
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3. Daily Operations: Stocks supplies, Assigns equipment to classrooms, Sets up 
AVA equipment, performs minor repairs, coordinates distribution of AVA 
equipment and materials throughout the school, and maintains copying and 
duplicating machines for the district. 

4. Tape Duplication center.  Operate and maintain video audio tape Duplication 
Center. 

5. Technology development.  Research and implement new technologies throughout 
the school, working with the Technology team, and writing and researching grants 
and technology proposals on behalf of the district, as they apply to audio and or 
video. 

6. Inventory control.  Develop, implement and handle inventory control for the 
entire school, on the schools network. 

7. Specialty Jobs.  Work on such jobs as Theater, and Musical production needs. 
8. Video programs.  Create video programs for the school, staff and related areas. 
9. Evening/Weekend Assignments: Return to work nights and weekends for special 

projects for students and staff to provide sound, light, and audio support.  Some 
examples include: Multi-cultural program, Fashion show, theatrical and musical 
productions, graduation, budget presentations, Junior High parents night, etc., 
(estimated 10 night productions a year). 

10. Supervisor: Oversee AVA Club. 
11. Budget: Work with the media center staff to prepare and administer the 

departmental budget as it relates to AVA. 
12. Technology Plan – Responsible for input in the development of sections of the 

district technology plan as it relates to audio, visual, cable, television, satellite and 
distance learning. 

13. Office Procedures: Develop and maintain efficient office routine and procedures: 
including but not limited to AVA inventory control, maintenance history records, 
and time and utilization records of AVA equipment and materials. 

14. Other such duties as may be assigned by the Superintendent, or Business 
Administrator. 

 
Evaluation: 
 
Performance of this job will be evaluated by the Principal.  First Year: no less than three 
(3) times per year during the first twelve (12) months of service.  Second Year forward: 
not less than two (2) times per year after the first anniversary date. 
 
 
 
_____________________________________                 ____________________ 
                     Approved      Date 
 
First Reading Board of Education:     October 20, 2015 
 
Second Reading Board of Education:   November 3, 2015 
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