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	Role Description

	


	Grade & Salary:


	Grade 4 (£26,715 - £31,865)

	Campus Location:
	Merchiston and Merchiston Avenue

	Line Manager:
	Technical Services Manager

	Line Management Responsibility for:
	N/A


	Organisational Structure:
	 FORMCHECKBOX 
 Tick to confirm attached

	Role Summary:


	The post involves assisting with the Film and Journalism Programmes and will include the collation, organition, maintenance and repair of film and sound equipment in the film store, and providing support for audio, radio and online digital content along with print and other digital platforms. 

	Main Duties and Responsibilities



	· 
	Issue of film and sound equipment to students and staff, and provide advice and demonstration in relation to its practical use.

	· 
	Assiting with administration of stores inventory and recording through the SISO system of student and staff requistions and returns.

	· 
	Assist with sourcing and ordering equipment and relevant parts

	· 
	Checking of equipment integrity and associated maintenance

	· 
	Providing support for online content, audio and radio broadcasting

	· 
	Ensure all Health and Safety policies and practices are adhered to

	· 
	Be responsible for ensuring that the information and records processed (received, created, used, stored, destroyed) on behalf of the University are managed in compliance with ALL applicable legislation, codes and policies e.g. Data Protection, Information Security and Records Management

	· 
	To provide assistance with other technical practices and activities.

	· 
	To provide additional technical support to the school/faculty as required.

	· 
	To provide support for exhibitions and promotions.

	· 
	Any other duties as required.
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	Person Specification


	


	Attributes
	· Essential Selection Criteria 
	Desirable Selection Criteria  

	Education/Qualifications
	HNC/HND level or equivalent qualification in sound, film, photography or equivalent level of relevant demonstrable experience

	Professional background in the film or journalism industry


	Experience 
	Demonstrable experience of modern camera kits, lighting and sound equipment specifically related to film and TV production
Practical experience in creating digital, multimedia contet for online and mobile platforms.

	Experience of working in a film, sound or electronics environment and / or in Higher Education.
Experience with radio broadcast equipment

Experience with soldering electronics 

Working knowledge of website building and maintenance

Experience of using InDesign and Photoshop in a professional context

	Skills/Personal Requirements
	Excellent interpersonal skills
The ability to relate well to students and staff

Excellent communication skills both verbal and written

Excellent IT skill; familiarity with both specialiost applications and MS office software

Aboility to work effectively as part of a team and on own initiative

Excellent customer focus

Willingness to work occasional flexible hours
	An interest in the visual arts, with a focus on sound
Interest in innovation and in sourcing and developing new technologies




