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HUMAN RESOURCES / EMPLOYEE CLASSIFICATION

PARAPROFESSIONAL JOB DESCRIPTION - 7004
November 1998

POSITION TITLE:
Channel 22 Technical Assistant Paraprofessional

REPORTS TO:
Site Administrators

Objective: To assist the Communications Central Channel 22 Coordinator to support video production instructors and student production groups to create quality programming for Channel 22, including studio and location work.

 Essential Functions:

1. Assists the Communications Central Channel 22 Coordinator in supporting video production instructors and student production groups to create quality programming for Channel 22, including studio and location work.

2. Responsible for the operation and data input of the interactive bulletin board.  Processes programming and bulletin board requests; coordinates data retrieval from schools with Webmaster.  Works with Director of Public Information on programming of the bulletin board.

3. Assists Channel 22 Coordinator with technical and physical programming operations

4. Reinforces and tutors students in video production techniques, as directed. 

5. Assists student production groups with production activities such as filming, editing, post production, etc.

6. Plans and schedules, as directed, the operation of the production studio.

7. Acts as a technical resource to students and faculty on video production.

8. Produces and mails the monthly Channel 22 program guide.

9. Acts to maintain a current state-of-the-art knowledge of video production equipment and software technologies.  Initiates or requests training on video production equipment and software.

10. Recommends the purchase of video production equipment and software, as necessary, to support and enhance the instruction and teaching of video production skills.

11. Monitors video production related expenditures, supplies, and inventory, as directed.

12. Monitors student activity in classrooms, studios, hallways, lunchrooms, playgrounds and other locations, as required or requested.
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14. Coordinates the routine maintenance, including service or repair, of production equipment, as required or requested.  

15. Develops and maintains effective working relationships with vendors, business and community groups, and others who may supply or donate production equipment, software, materials, and supplies.

16. Maintains the confidentiality of student information.

17. Completes training programs and attends meetings, as required.

18. Demonstrates effective and consistent direction of students.

19. Operates office equipment, as required or requested.

20. Follows established district policies and procedures.

21. Performs other duties as required or requested.

Education/Experience: Graduation from High School, or equivalent.  Successful completion of the Basic Skills Test is required.  Related college or professional experience preferred.  Demonstrated knowledge of PC and Mac OS operating systems and related software required.  Advanced linear editing experience required, including Video Toaster, Genie, SVHS editing systems, and computerized edit controllers.  Must be familiar with SVHS camcorder operation and have some directing and producing experience.   

Licensure/Qualifying Standards: None.

Performance: Compliance with established human resource and departmental policies regarding: attendance (absences, tardiness, sick leave use, and other scheduled or unscheduled absences); safety; security, disaster and other policies, procedures and practices.  Effective communication skills.

Physical/Environmental Characteristics: Essential duties are routinely performed primarily in an internal classroom/studio and office environment, and/or within the external perimeter of a school campus which includes playgrounds. Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required.
