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Position Description:     IT/AV Support Technician – Part Time
              May 18, 2010

Overview: The University Center of Lake County is an educational facility where a number of Illinois colleges and universities offer bachelor completion and graduate degrees. In addition, area businesses use the facility for meetings, conferences and training events. The primary facility is located in Grayslake with an auxiliary facility located in Waukegan. This role is focused on our Grayslake facility.
General Responsibilities: The IT/AV User Support Technician provides support for the information technology and audio-visual equipment and systems to University Center’s user community (instructors, students, guests and staff).  
The Center’s IT/AV systems summary:

· Computer labs (3) with Windows-based workstations and Net Support School software for instructor lab management.

· “Smart room” classrooms (25) equipped with instructor workstation, DVD & VHS players, integrated video projection, and Crestron touch screen user interface panel.

· Distance Learning rooms (3) have the basic classroom technology plus Tandberg Videoconferencing systems and integrated teleconferencing..
· Sonic Foundry Mediasite webcasting and recording solutions.
· Wireless internet access throughout the facility.

Description of Duties:

1. Respond to instructor’s requests for IT/AV support using classroom-based systems.

2. Respond to student requests for assistance with desktop PCs, computer labs, printing systems, and wireless internet access.

3. Initiate and monitor videoconference sessions.

4. Test and assist in maintaining IT/AV systems.

5. Recommend and write system documentation needs.

6. Perform other duties as needed.

Schedule:  This is a part-time position designed to augment the IT/AV staff for user support in the evenings and weekends.  We anticipate between 15-20 hours/week.

Normal working hours will be 
· Week nights: 3:30PM – 8:30PM, two evenings each week (currently Tuesday & Wednesday), and
· Saturdays from 7:30AM – 12:30PM.
· In general, no Friday or Sunday hours are planned, though there may be occasional events requiring additional weekend hours. 
Education
The ideal candidate will:

· Have a minimum of one year education with an emphasis in Information Technology, Audiovisual technology, or a related field, or equivalent experience.

Experience/Skills
The ideal candidate will:

· have strong customer service skills

· have strong communication skills
· be able to learn IT and AV products and software

Other
· Applicants must be 18 years of age or older, and will be able to commit through May 2011, at a minimum.

To Apply:
Qualified candidates, able to work within the schedule defined above, should submit both a resume and a cover letter, in MS Word or PDF format to techjob@ucenter.org.

Start date will be as soon as is feasible.

1200 University Center Dr
Grayslake IL, 60030

(847) 665 4005
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