STATE OF NEBRASKA
CLASS CODE:
M37100

CLASS SPECIFICATION
SALARY GRADE:
209

EST:  04/98 - REV:  00/00
OVERTIME STATUS:
N
AUDIO TAPE DUPLICATION COORDINATOR

DESCRIPTION:  Under general supervision; coordinates the duplication of audio books and magazines to cassette tapes; performs maintenance and repair of high-speed tape duplication and other related equipment; repairs and duplicates cassettes to maintain the library book and magazine collections; performs related work as required.

EXAMPLES OF WORK:  (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned.)

Analyzes and diagnoses problems on cassette equipment to accomplish necessary repairs.

Monitors, maintains, repairs high speed duplication equipment.

Schedules and performs preventative maintenance on cassette equipment to ensure that the necessary inspection, adjustment, and replacement parts are on hand.

Orders supplies and parts as needed to maintain adequate stock levels of commonly used items, maintains tools and repair equipment.

Trains volunteers and staff to assist in the duplication, quality check, recycling and operator repair of audio tapes.

Produces labels for audio cassettes in compliance with copyright law requirements.

Modifies existing equipment to fit special needs.

Tests new equipment and modifies to fit specialized needs.

Confers with supervisory personnel and agency staff to discuss installation, modification work to determine agency priorities.

FULL PERFORMANCE KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (These may be acquired on the job and are needed to perform the work assigned.)

Knowledge of:  advanced methods, practices, tools, and equipment used in the installation, maintenance and repair of cassette duplication equipment; agency policies and practices covering duplication of cassette tapes.

Ability to:  perform skilled work in the cassette repair field; determine materials and equipment necessary to install, repair, and maintain cassette duplication equipment; and determine appropriate repair work procedures.

AUDIO TAPE DUPLICATION COORDINATOR (continued)

ENTRY KNOWLEDGES, ABILITIES, AND SKILLS REQUIRD:  (Applicants will be screened for possession of these through written, oral, performance, and/or other evaluations.)

Knowledge of:  tools, materials, and methods of cassette duplication repair work; principles and theory of electricity and electronics; component parts of cassette duplication equipment.

Ability to:  use test equipment to locate and repair equipment defects; interpret and work from technical sketches, schemas, and blueprints; establish work priorities; and communicate both orally and in writing.

JOB PREPARATION GUIDELINES:  (Entry knowledge, abilities, and/or skills may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)

Any combination of training and/or work experience that will enable the incumbent to possess the required knowledge, abilities, and skills.  A general qualification guideline for positions in this class is training and experience in electronic repair work.

