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Job Description
Grade 6 Audio Visual Team Leader

	Service:
	Facilities Management 
	Team:
	FM Conference and Catering

	Location:
	

	Salary range:
	£28,142 - £32,061
	Grade:6
	

	Reports to:
	Grade 8 Business Development and Technical Operations Manager
	Staff responsible for:
	Day to day supervision of a small team of Conference Technicians



	Job Purpose

	
Grade 6 Audio Visual Team Leader
The role of Audio Visual Team Leader is directly involved with the day to day aspects of the delivery of  Audio Visual / Hybrid meetings and event solutions. 
The role contributes to the continued development of audio-visual and other technical solutions to support staff in the workplace and through this supports the conference team to grow its external business which includes helping with the   implementation  of new meeting room and digital solutions for a variety of events working with internal and external clients. 

	Accountabilities/Responsibilities

	
Key responsibilities include:
· Support and supervise the day-to-day activity of the Conference Technicians ensuring effective resource planning to cover the full range of working hours, and that customer needs are fully met, equipment is correctly tested, operated, and maintained, and the team is fully conversant with technical delivery of the service.
· Supervision and first point of contact for contractors when attending site to maintain, service and repair audio visual conferencing equipment.
· Provide technical support for all required audio visual activity and processes required to ensure the smooth running of the conference facility.
· Oversee the contractual arrangements for external media support for events where required. 
· Involved with all aspects of customer bookings, conference and individual event requirements.
· Ensure the Conference Technician team adhere to correct use of systems and workplace digital solutions to support the efficient delivery of the conference business. 
· Meet client expectations for all technical aspects of the service offer, including but not limited to, hybrid meetings, provision and delivery of a robust webcast service for all political meetings, video recording, editing and production, studio, webinars etc.
· Have a sound knowledge and understanding of Audio-Visual industry best practice and detail of complex and varied solutions to maximise user / client experience and satisfaction. This includes use of  Studio Space, production and editing of video recording of live events and training videos, large and complex hybrid event production, podcasts, and audio presentations. 
· Engage directly with Digital Services in the reporting of any system or equipment faults and proactive management of these to satisfactory resolution and escalate where necessary to ensure timely closure of faults. 
· Responsible for all Audio-Visual systems, set up and testing for all meeting types including key high-profile meetings and the set-up, testing and running of webcast meetings.
· When required, work across different locations in the county to support with the use of hybrid meeting equipment , including overview and training for local staff and dealing with any low level remedial actions. 

	
Applicants are required to demonstrate how they fully meet the criteria and provide evidence of work experience relevant to the 'key elements of the role' as above, and as set out in the role profile and person specification attached.

You will be required to provide a car for use in connection with the duties of this post and must be insured for business use. However, we may consider you if you cannot drive because of a disability.





	Other

	
· Equal Opportunities
We are committed to achieving equal opportunities in the way we deliver services to the community and in our employment arrangements. We expect all employees to understand and promote this policy in their work. 

· Health and safety
All employees have a responsibility for their own health and safety and that of others when carrying out their duties and must help us to apply our general statement of health and safety policy. 

· Customer Focused
We put our customers' needs and expectations at the heart of all that we do. We expect our employees to have a full understanding of those needs and expectations so that we can provide high quality, appropriate services at all times.


	Our Values

	
We expect all our employees to demonstrate and promote our values:

· Supportive
We are supportive of our customers and colleagues, recognising their contributions and making the best of their strengths to enable our communities to flourish.
· Innovative
We deliver the best services we possibly can, always looking for creative ways to do things better, putting the customer at the heart of our thinking, and being ambitious and focused on how we can deliver the best services now and in the future.
· Respectful
We treat colleagues, customers and partners with respect, listening to their views, empathising and valuing their diverse needs and perspectives, to be fair, open and honest in all that we do.
· Collaborative
We listen to, engage with, learn from and work with colleagues, partners and customers to help achieve the best outcomes for everyone.




	

Person Specification
Grade 6 Audio Visual Team Leader


All the following requirements are essential unless otherwise indicated by *

Your ability to meet the job requirements will initially be assessed by the information provided on your application but further assessment will be undertaken at interview and, in some cases, by using other types of assessment(s).

	Qualifications

	
	
 
 
Requirements 
	 
Essential (E) or 
Desirable (D) 
	 
Identified by 
Application Form (A) or Interview (I) 

	Qualifications: 
	 
	 

	Possession of, or the ability to demonstrate the capability to gain, relevant qualifications, licences or equivalent where applicable.

	E 
	A 

	4 GCSEs including Maths and English Grade A – C or equivalent qualification.
	E
	A/I

	ECDL or equivalent IT qualification.
	D
	A/I

	OR 
	 
	 

	Part-professional qualification 

	D
	A/I

	OR 
	 
	 

	Specialised skills acquired through significant on the job experience. 

	E 
	A 

	IOSH / NEBOSH qualification/certification  
	D
	I

	Full UK Driving Licence

	E
	A/I




	
	Experience: 
	 
	 

	Previous relevant experience or the ability to demonstrate the competence to carry out the job. 
	E
	A/I

	Experience of the direct supervision of a team, including staff induction, training , and coaching, managing attendance , absence and rota patterns using excellent interpersonal skills.
 
	E
	A/I

	Experience of application and production using Studio Space, production and editing of video recording of live events / training videos.
	              E
	A/I

	Experience of production of large and complex hybrid events , podcasts and audio presentations.
	E
	A/I

	Experience of working with partner services and organisations when considering high quality AV and hybrid work solutions. 
	D
	A/I

	Experience of managing communications and development of user guidance and experience with a variety of clients.

	D 
	A/I 




	

	

	Essential knowledge, skills & abilities

	
	Knowledge and Skills: 
	 
	 

	 
	 
	 

	Working knowledge of the practices, processes, and procedures relevant to the role and  knowledge and experience of the technical solutions provided by the conference team.

	E 
	A/I 

	A high level knowledge and understanding of Audio-Visual and hybrid meeting solutions. 


	E 
	A/I 

	Strong interpersonal and communication skills with ability to communicate internally and externally with stakeholders and have excellent customer service skills and be able to converse effectively at all levels.

	E
	A/I

	Ability to work accurately and work to deadlines, prioritise and manage multiple tasks with proven ability to prioritise and deal with multiple issues on a regular basis often in a busy service delivery environment. 
	E
	A/I

	Provide technical support for the team in use of systems including specialist audio and visual equipment, booking and utilisation systems

	E
	A/I

	Advanced proficiency in the use of Microsoft office applications (Excel / Word / PowerPoint / Outlook)

	E
	A/I

	Ability to work as member of a team.
	E
	A/I

	To solve problems using own initiative
	E
	A/I

	Ability to work without close supervision
	E
	A/I

	Other (including special requirements) 
	 
	 

	 
	 
	 

	1.  Commitment to equality and diversity. 
	E 
	I 

	2.  Commitment to health and safety. 
	E 
	I 

	3.  Display the LCC values and behaviours at all times and actively promote them in others. 
	E 
	I 


 


	

	

	

	

	

	

	

	Other essential requirements

	· Commitment to equality and diversity.

	· Commitment to health and safety.

	· Display the LCC values and behaviours at all times and actively promote them in others.

	· This is an essential car user post  

You will be required to provide a car for use in connection with the duties of this post and must be insured for business use. In certain circumstances consideration may be given to applicants who, as a consequence of a disability, are unable to drive
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