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_________________________________________ 

�x� Responsible for U.S. Mail delivery and collection; 
�x� Maintains confidentiality of information exposed to in the course of business regarding 

students, supervisors or other employees; 
�x� Contributes to a safe educational and working environment by participating in all drills and 

training and being prepared to take action should a health or safety emergency occur; 
�x� Requires the kind of teamwork, supervision, and personal interaction, that cannot be had in a 

home office situation; therefore, regular and predictable on-site attendance is a job 
requirement; 

�x� Other duties as assigned. 

Minimum Education, Skills and Abilities 

�x� Associates Degree in a related field and two years experience in media technology service or an 
equivalent combination of education and experience; 

�x� �(�[�W�H�Q�V�L�Y�H���H�[�S�H�U�L�H�Q�F�H���D�Q�G���N�Q�R�Z�O�H�G�J�H���L�Q���R�S�W�L�P�D�O���D�X�G�L�R���Y�L�V�X�D�O���R�S�H�U�D�W�L�R�Q�����P�D�Q�D�J�H�P�H�Q�W�����D�Q�G��
�G�H�S�O�R�\�P�H�Q�W����

�x� A working knowledge of high-speed printing equipment; 
�x� Ability to supervise and manage Print/Media Center; 
�x� Ability to communicate well with College employees and community patrons in demonstrating the 

use of audio-visual equipment usage; 
�x� Service oriented; 
�x� Knowledge and skill in the use of PC’s and associated software applications. 

Working Environment 

�x� Work primarily, but not exclusively, in a climate controlled environment with minimal 
safety/health hazard potential or work hazards. 

�x� The position requires average agility, good vision, and hearing. 
�x� Ability to lift and carry moderately heavy materials weighing up to approximately 25 to 30 

pounds. 
�x� Work may require sitting, near vision use for reading and computer use, lifting, stooping, 

bending, stretching, walking, standing, pushing, pulling, reaching, and other physical exertion. 

Special Requirements 

�x� Ability to successfully set-up audio equipment off-campus; 
�x� Ability to work 




