School District of Santa Rosa County

Job Description

Professional Development Center Support Manager
	Reports to:  Director of In-service and
                      Instructional Technology
	FLSA Status:   Non-Exempt

	Department:  Professional Development Center
	Prepared by:  Human Resources

	Date:  June 26, 2014
	Evaluation Code:  12060

	Position #:   44765
	Range: 14


Principal Duties and Responsibilities (Essential Functions):
Essential functions are fundamental job duties. They do not include marginal tasks which are also performed but are incidental to the primary functions. The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position, nor does every position allocated to the class necessarily perform every duty listed.  Personal characteristics required of all employees such as honesty, industry, sobriety and the ability to get along with others, are presumed qualities and may not be listed specifically.
· Performs necessary functions applicable to day-to-day operations of the Professional Development Center; 

· Assist Library Media Specialists in the techniques and operation of in-school ITV studios; 

· Perform assigned In-service sessions with administrators, teachers, and students related to the library media studios and utilization of materials; 

· Assist teachers, students, and the educational agencies in planning, production, editing and other technical processes related to video and media; 

· Work with district staff and schools to maintain the monthly bulletin board; 

· Work camera, teleprompter and other equipment for district video productions; 

· Film and edit district video productions; 

· Serve as photographer using digital and traditional camera for ITV and video production use; 

· Prepare graphics and lettering required for video productions; 

· Assist with digital camera In-service training for teachers and staff; 

· Perform basic web-related functions; 

· Perform other tasks as directed by the Director of In-service and Instructional Technology.
Supervision Received:

Professional Development Center Director
Supervision Exercised:

Personnel assigned by site supervisor
Minimum Qualifications & Skills Required: 

· Graduation from high school or GED. 

· A minimum of 3 semester hours in photography or 2 years professional photography experience; 

· A minimum of 6 semester hours in drawing or graphic design or 1 year professional art experience; 

· 4 years experience with the use and operation of computers including Microsoft Word, and production tools that may include but not be limited to the Microsoft Publisher, Print Artist, Adobe Photoshop, and Serif Movie Plus;

· 1 year experience using non-linear editing equipment and software.
Preferred:
Experience with a variety of software programs.
Physical Demands:

Exerting up to 20 lbs. of force occasionally and/or up to 10 lbs. of force as needed to move objects.  While performing the responsibilities of the job, the employee is required to talk and hear.  The employee is often required to sit and use their hands and fingers, to handle or feel.  The employee is required to stand, walk, reach with arms and hands, climb or balance, and to stoop, kneel, crouch or crawl.  Vision abilities required by this job include close vision.   Reasonable accommodations may be made to enable individuals with disabilities to perform essential functions.

Terms of Employment:
Approved compensation plan
Ed Support Salary Schedule
Conclusion:

This job description is intended to convey information essential to understanding the scope of the job and the general nature and level of work performed by job holders within this job.  However, this job description is not intended to be an exhaustive list of qualifications, skills, efforts, duties, and responsibilities or working conditions associated with the position.
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