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Job Title:
AV/IT Manager
Hours of Work:
38.5 hours per week. 10 days over 14. Hours over 43.5 hours to be taken as time in lieu. 
 
On call for technical support outside normal business hours.
Responsible to:
Operations Manager
Overall objective:

To be responsible for the day to day management of all technical activities and to ensure the highest standard of service at all times.
To ensure a consistently high quality meeting environment for all Møller Centre customers through the provision of AV and IT services, maintaining a customer focussed approach at all times. In close conjunction with the College Computing Department, ensure all of the Centre's IT networks are maintained and progressed as required by The Director, General Manager and Centre users. 
Research and monitor industry trends to ensure capital investment and allocation of resources puts The Møller Centre IT and Technical Services at the leading edge in our industry. 
Main responsibilities:

· Responsible for the provision of AV and IT Network services in the Centre, maintaining and updating software and including equipment set-up, cleaning, maintenance/repairs, operation, safety and the recommendation of replacements.
· Responsible for the technical service provision and maintenance of these services to the customers, ensuring any special requests are carried out in a timely, cost effective manner.

· To manage the operation under your control to achieve agreed customer satisfaction targets in all areas in line with company objectives and Hospitality Assured accreditation. 
· To ensure that appropriate action is taken to review procedures and operational standards both pro-actively and as a result of customer feedback. 
· To monitor and research industry trends to ensure short and medium term capital projects are planned and well executed.

· To work directly with the College Computing Dept over IT maintenance agreements, IT problems and future facilities.
· To ensure that all IT and CCTV systems are effectively managed in line with current legislation, including the Data Protection Act.
· To identify AV/IT training needs in all relevant departments and plan, co-ordinate and deliver appropriate training with clear measurable objectives, using appropriate resources.  

· To assist and liaise with the Maintenance department over general maintenance of fittings, equipment and décor within the Centre and provide support when needed. 
· To be responsible for the telephone system, including monitoring, advising and overseeing issues to ensure the smooth running of our communication system to include the switchboard, dect phone system and mobile devices.
· Liaise directly with customers and with the Event Planning team over AV/IT requirements, advising when appropriate and maintaining a high profile.
· Ensure adequate records of stock, including a monthly stock take on all equipment is conducted.

· To provide staff, customers and contractors with accurate and up-to-date plans for the Centre in CAD, also assisting in the provision of graphics and design where appropriate. 

· Responsible for maintaining effective and constructive communication with all departments including sales, event planning, marketing and accounts.

· To work as a member of the Head of Department team attending all meetings and training as required. 

· Responsible for meeting weekly with the Operations Manager to discuss department performance and ensure communication is effective.
· To carry out any reasonable request made by a member of management in a timely and cost effective manner.

Health and Safety:

You must ensure that all Health, Safety and Security regulations are adhered to at all times, this includes the fire procedures and COSHH regulations, all of which you will be made aware. Please ensure that you report any faults or infringements of these procedures or act immediately where appropriate to correct them. You have a duty to carry out work so that you never put yourself or others at risk, creating a safer working environment for everyone. 

Responsible for identifying in advance any H&S concerns that will require future capital expenditure and where possible plan their remedy. 
Training and Development:

The Møller Centre has a Company Business Plan which sets out the aims and objectives of the Centre and what we hope to achieve. As part of the process of achieving these objectives, we are committed to train and develop all our staff.

You will be provided with all the relevant statutory training required to carry out your role safely and further training requirements would be discussed at your personal development review.

You will be required to contribute to the overall planning and delivery of VDU Training which is to be updated and delivered to all staff annually. 
Business Development:

As outlined in the Company Business Plan all staff are expected to contribute to the business taking responsibility for the delivery of consistent service excellence to clients thereby exceeding their expectations.
You are required to contribute to the strategic planning of the Centre and to develop the business. This incorporates identifying ways to improve our conference/training product and planning their implementation. The use of client feedback and market research are key to this.

You are required to maximise the yield by having all Technical/conference/AV/IT services available for sale / use each day where physically possible. You are also required to study Kinetics daily, looking up to 4 weeks in advance at future events and liaising with clients and event planning to ensure we maximise profit levels and customer satisfaction. 

Responsible for the further development and implementation of our IT strategy so that it remains a Distinctive Competitive Advantage. 

Limitations (requiring agreement from the Operations Manager):

Any major changes of policy, standards, suppliers, décor and purchase of new equipment

Appointment of additional staff and Disciplining/Dismissal of staff
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