STATE OF NEBRASKA
CLASS CODE:
S37510

CLASS SPECIFICATION
SALARY GRADE:
338

EST:  08/97 - REV:  00/00
OVERTIME STATUS:
N
LIBRARY AUDIO PLAYBACK EQUIPMENT/DUPLICATION COORDINATOR

DESCRIPTION:  Under general supervision, coordinates the inventory, distribution and repair of audio playback equipment.  Oversees the training and the work of equipment repair volunteers.  Performs maintenance and repair of equipment.  Assists in the duplication and repair of audio materials.

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.)

Oversees the inventory, distribution, maintenance and repair of playback equipment and accessories.  Maintains an inventory of repair parts from Library of Congress.

Trains volunteers to assist in the cleaning and repairing of playback equipment.

Maintains equipment and accessories on computer inventory file for all borrowers.  Conducts monthly inventory of equipment and accessories for submittal to Library of Congress.

Duplicates and repairs cassette books and performs quality check.

Assists in the recording of materials.  Monitors and coaches volunteer narrators during recording sessions.

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

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

Knowledge of:  standard tools and practices of electronic repair.

Ability to:  use test equipment to locate and repair defects in playback equipment.

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.)

High school or equivalent.  One year experience with equipment maintenance.  Experience in maintaining inventory records and in working with volunteers.

