
 

AUDIO VISUAL TECHNICIAN 
 

SECTION I: 

This section gives a brief description of why the job exists in relation to the larger context of the 

organization and its goals. 

Job Title:   AUDIO VISUAL TECHNICIAN 

Department:  ICT CENTER 

Location: COLLEGE/CAMPUS/ODL HUB 

   

ORGANIZATIONAL STRUCTURE: 

 

Supervisor (2nd Level):   E-Learning Specialist 

Supervisor (1st Level):   User Support & Training Manager 

Incumbent Job Title:    Audio Visual Technician 
Subordinates (1st Level):   Interns 

Subordinates (2nd Level):   None 

 

 

MAIN PURPOSE OF THE JOB: 

The ICT Audiovisual (AV) technician is responsible for setting up, maintaining, repairing and 

running the sound and video equipment used to enhance live events such as microphones, video 

recorders, projectors, lighting and sound mixing equipment. They will mix soundboards, play 

video recordings, enhance lighting, coordinate graphics, record meetings and presentations with 

video cameras, operate spotlights, adjust amplifiers, coordinate graphics used in displays and 

provide technical support for teleconferences, webinars and distance-learning classes. They will 

also edit, copy and store audio and video recordings, track inventory of equipment and order 

supplies. 

Ultimately, they provide excellent audio visual equipment and services to meet client expectations 

while providing technical assistance to other Technicians when required as instructed and detailed 

by the user support manager. Setting up and testing sound equipment before classes, events, 

broadcasts or recordings; recording, editing and mixing audio tracks (instruments, vocals etc.) will 

be their daily work in support of Luanar's mission. 

 

SECTION II 

This section under column 1 describes the key result areas of the job, and the activities required 

to achieve these. Column 2 indicates the measurements/standards required to ensure the activity 

has been carried out to quality and quantity standards. Column 3 indicates whether there is 

further approval or control on the activity. 



(1) 

Key result areas and related activities 

 

(2) 

Performance Standards 

(where applicable) 

(3) 

Extent of 

discretion        
(where applicable) 

1. Planning: 
1.1 Setting up and testing sound 

equipment before classes, 

events, broadcasts or recordings 

1.2 Complete electrical wiring, 

programming, and basic 

construction for audio visual.  

1.3 Plan and implement a high-

quality experience for clients.  

1.4 Provide excellent equipment 

services to meet client 

expectations. 

1.5 Prioritize and complete work 

orders accurately and timely. 

1.6 Confer with meeting or concert 

director to establish cues and 

directions. 

1.7 Compress and digitize audio and 

video data. 

1.8 Ensure the safe storage and 

integrity of data. 

1.9 Develop manuals, texts, 

workbooks, or related materials 

for use in conjunction with 

production materials or for 

training. 

1.10 Work with the technical 

director to come up with the 

technical and production 

requirements for various events, 

including timelines, equipment, 

and budgeting, across a variety 

of events.  

1.11 Test equipment to ensure 

they are in good and safe 

working conditions. 

1.12 Create and install custom 

lighting systems. 

1.13 Ensure all connected 

systems operate at peak 

performance.  

LUANAR Strategy  

 

Institutional annual 

objectives 

 

ICT Procedures 

 

Current Cyber Security 

standards 

 

 

 

 

ICT strategy/ICT Policy 

Incumbent 

Responsible 



1.14  

2. Acquisition and Deployment: 
2.1 Perform inventory management 

of equipment, wirings, and 

accessories to avoid any 

shortages. 

2.2 Provide technical assistance to 

other Technicians when 

required. 

2.3 Maintain the work room and 

store room clean, safe and 

organized. 

2.4 Generate expense reports 

including labor and material 

costs for management. 

2.5 Set up and operate sound 

equipment. 

2.6 Set up and operate spotlights. 

2.7 Monitor sound feeds to ensure 

quality. 

2.8 Ensure equipment is installed 

according to designated layout. 

2.9 Test and resolve equipment 

issues. 

2.10 Mix sound inputs and 

feeds. 

2.11 Coordinate audio feeds 

with television images. 

2.12 Inform users of audio 

visual service policies and 

procedures. 

2.13 Conduct training sessions 

on selection, use, and design of 

audiovisual materials and on 

operation of presentation 

equipment.  

2.14 Collaborate with lighting, 

camera and other people. 

 

ICT Strategy 

 

 

 

LUANAR Strategy 

 

 

 

Incumbent 

Responsible 

3. Operational Management: 
3.1 Recording, editing and mixing 

audio tracks (instruments, 

vocals) 

3.2 Enhance sound quality and add 

sound effects to recordings 

 

 

ICT Strategy 

 

Incumbent 

Responsible 



3.3 Work with video editors to 

synchronize video with audio 

tracks 

3.4 Create and maintain sound 

libraries 

3.5 Resolve technical issues when 

they arise. 

3.6 Troubleshoot and adjust the AV 

system as required.  

3.7 Making sure audio visual 

systems are working properly.  

3.8 Performing electronic repair, 

installation, and maintenance of 

audio visual equipment. 

3.9 Clean and maintain equipment 

and are tasked with reporting 

damages to the user support 

manager. 

3.10 Install and maintain 

audio visual equipment 

including display devices, 

projectors, televisions, camera 

systems, video teleconferencing 

systems (VTC), microphones 

and speakers. 

3.11 Perform equipment 

storage and transportation 

activities in safe and secure 

manner. 

3.12 Setup and operate audio 

visual equipment for trainings, 

presentations, meetings and 

conferences. 

3.13 Perform equipment 

additions, removals, repairs, 

replacements and inspections. 

3.14 Identify and resolve 

equipment malfunctions 

3.15 Assemble and 

disassemble audio visual 

equipment as needed. 

3.16 Set up, operate, maintain 

and repair equipment used to 

enhance live events.  

3.17 Record meetings and 

presentations with video 

 

 

R&D strategy 

 

Ad-Hoc Reports 

 

 

University policies 

 

 



cameras, operate spotlights, 

adjust amplifiers, coordinate 

graphics used in displays and 

provide technical support for 

teleconferences, webinars and 

distance-learning classes. 

3.18 Edit, copy and store 

recordings, track inventory of 

equipment and order supplies. 

3.19 Diagnose and resolve 

media system problems in 

classrooms. 

 

 

SECTION III 

Key decisions Made: 

State the 2-3 major decisions that will be made on the job. These flow from university/ individual 

objectives 

 Decides audio visual technologies to support operations of university 

 Decides resolution of all audio visual related issues 

 

Support & job tools: 

Decide the support given, to whom and how often. 

 Requires support from User Support and Training Manager’s 

 Requires support from staff members (both University and College Managements) 

 

Knowledge 

 Minimum Diploma in Physics/Electrical Engineering related field,  

 Diploma in audio/sound engineering or related field is a plus  

 Understanding of Ohm’s law and use of meters to measure signal output.  

 Understanding of both graphics and multimedia editing and production software  

 Working knowledge of recording software and hardware 

 

Skill 

 Creativity and attention to detail 

 Problem-solving abilities 

 Solution design, negotiations skills,  

 Excellent interpersonal skills, 

 Cool-headed, and self-motivated individuals who think fast on their feet  

 A team player with excellent communication skills 

 Excellent hearing and manual dexterity 

  

 



Required Experience & Attitude: 

 Minimum of 3 years experience in Audio Visual 

 Ability to conceptualize, plan and implement AV developments 

 Proven experience as sound engineer 

 Technical expertise in sound engineering techniques 

 Experience with sound editing and recording equipment 

 Able to work odd hours days, and weekends 

 
 
 


