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JOB DESCRIPTION​

	Job Title:


	AV & Cinema Technician 

	Reporting to:


	Broadway Duty Manager

	Role Status:
	Permanent – Full Time 

	Hours:
	35 hours per week working 5 days over 7 on a rota shift pattern

	Directorate/Team/Venue:
	CCH Directorate – Arts, Heritage & Culture / Broadway Theatre and Cinema


1. JOB PURPOSE
The AV & Cinema Technician assists in the preparation of facilities and the delivery of technical services for performances within the Broadway Cinema and Theatre and other such Foundation venues.  They ensure the smooth running of all screenings at the Venue.

Digital projection is the integral element to the overall success of the Broadway Cinema and part of the Technician’s responsibility is to manage the weekly programming and scheduling of the film titles, liaising with our Digital projection contractor on the required support levels. 

Important part of the role to develop your knowledge supporting the upkeep of the digital projection.  

This post will be based at the Broadway but will be required to work at other venues if required. Having the necessary skills to Operate across venues offering AV technical support if required. 

2. MAIN WORKING CONTACTS

Working closely with the managers and Venue Manager on the upkeep of the technical theatre equipment in line with the Contractors guide dance. 

You will work closely with the Broadway Managers on rota scheduling in line with the Broadway Programme to also include areas of a scheduled maintenance programme.

Internal: Wider Broadway Team, Duty Managers, Venues Manager, other Letchworth Garden City Heritage Foundation Staff.


External: Members of the public visiting Broadway Cinema.
3. KEY AREAS AND TASKS

4. Technical presentation of films, monitoring sound levels and picture quality on a weekly basis 
5. Ensure the necessary support / coordinating for Event Cinema through Satellite management.

6. Working closely with Broadway Managers on the weekly film programme and the upkeep of the Digital Projection.  

7. Maintain all digital equipment to provide quality film presentation in conjunction with the projection maintenance contractor and to take any preventative steps to remedy possible breakdown following the training guidelines that have been supplied.

8. Ensure that the trailers and advertisements sets are changed as per training guidelines with digital equipment ensuring that only those trailers which are for confirmed future films are included, with no disruption to film programming in line with our Advertising contractor and Theatre Management system.

9. Ensure the weekly activities are carried out to present films on time and with minimum disruption / down time, as directed by the weekly/daily film schedule with the full understanding of the Box office software.

10. Receive and prepare incoming films, whether by satellite or courier, and to ensure the dispatch of outgoing films in accordance with contractual obligations and company policies and procedures.

11. Operate the cinemas system for receiving live broadcasts.

12. The AV & Cinema technician will set up and operate sound and projections systems for conferencing and events at other foundation venues if required.

13. Actively encourage new ideas and teamwork in order to promote our customer experience and expect our staff to work closely with management to contribute a voice to such discussions.

14. The AV & Cinema technician will work alongside the Managers and cover technical duties when necessary.

15. They will be expected to work evenings and weekends when required.

16. They must be flexible, a good communicator and with excellent interpeal skills.

17. Perform minor repairs in line with relevant training or notify maintenance Digital contractors of the need for major repairs.
18. Ability to troubleshoot and fix problems under pressure.  
19. Ability to handle and project from a wide array of digital formats (Blu-ray, PowerPoint presentations etc

20. Other Duties
20.1 Be proactive in reviewing and evaluating own performance and identifying and acting upon areas for improvement and development.
20.2 Follow the Foundation’s policies, procedures and performance expectations.
20.3 Support the Foundation’s Equal Opportunities Policy and work inclusively and collaboratively.
20.4 Undertake any other duties consistent with the role and/or reasonably required by the Foundation.
PERSON SPECIFICATION

AV & Cinema Technician
We are looking for someone to be able to demonstrate the following values and competences to a high level and want to use these to the full in their work.  
This is equally important as having the direct experience or technical ability for this role and so we will be looking for evidence and examples of the following during the selection process, if you are shortlisted for this role.

	Values
	Competencies

	Collaborative 
	Communicating

	Supportive 
	Taking Responsibility 

	Inclusive 
	Inspires & Empowers Others

	Evidence based
	Managing Relationships


1.
EXPERIENCE & TRACK RECORD

1.1 
The experience of the general care and maintenance of Technical equipment

1.2
The ability to work at height, and experience with the use of access equipment

1.3
The knowledge of how to approach heavy lifting and loading/unloading of equipment in a safe manner

2.
SKILLS, KNOWLEDGE AND ABILITIES

2.1 Ability and willingness to communicate proactively and positively with colleagues and members of the pubic 

2.2 General health and safety knowledge 

2.3 Understanding of manual handling principles

2.4 Holds/is capable of achieving a First Aid at Work Certificate

3.
ADDITIONAL JOB REQUIREMENTS

3.1
Willingness and ability to work outside of normal office hours on occasion.
3.2
Willingness to work flexibly in response to changing organisational requirements
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