City of Chattanooga, TN

Classification Title:  Technical Coordinator


	Department: 
	General Services
	Pay Grade:
	12

	Supervision Received From:
	
Civic Facilities Operations Supervisor
	FLSA Status:
	Non-Exempt

	Supervisory Responsibility For:
	
Serves as a lead over contracted employees
	Established:

Revised:
	06/29/07

07/01/13


CLASSIFICATION SUMMARY:

Incumbents in this classification are responsible for operating, maintaining, and repairing audio, lighting, and theatre rigging equipment at cultural facilities. Coordinates events on site. Works under limited supervision.
SERIES LEVEL:

The Technical Coordinator is the first level of a three level civic facilities operations series.
ESSENTIAL FUNCTIONS:

(The following duties ARE NOT intended to serve as a comprehensive list of all duties performed by all employees in this classification, only a representative summary of the primary duties and responsibilities. Incumbent(s) may not be required to perform all duties listed and may be required to perform additional, position-specific duties.)

· Monitors stage production activities at assigned cultural facilities and coordinates related activities with traveling production managers.

· Designs and builds theatrical lighting layouts, which includes reading blueprints and operating computerized lighting controls provided by production agencies.

· Sets up audio systems in applicable cultural facilities, ensuring sound quality and the incorporation of applicable special effects.

· Monitors the balancing and counterweight systems that curtains and lighting hang from above the stage.

· Coordinating the hiring of stage hands for events; calculates related payroll.

· Maintains a variety of facility items, which includes: replacing light bulbs; repairing electrical, plumbing, and mechanical equipment; reporting and advising on operating conditions requiring extensive repairs; and, performing other related activities.

· Coordinates the setting up, running of shows, tearing down, and loading of production equipment.

· Coordinates special requirements with applicable internal staff and external production agencies; maintains bookings and contacts for future events.

· Responds to questions related to technical equipment, operations, and customer service issues.

· Monitors HVAC operations and performs related preventative maintenance.

· Repairs seats in applicable civic facilities.

· Maintains a clean and functional stage.
· Uses, carries, and answers their cell phone for business purposes as determined by the assigned job duties and the department head.

· Performs other duties as assigned.

MINIMUM QUALIFICATIONS:

High School Diploma, or G.E.D., apprenticeship or training in a related skilled trade, and three years of related experience working as a stagehand, in event coordination, or auditorium management that includes public interaction, and supervision.

LICENSING AND CERTIFICATIONS:

None.

KNOWLEDGE AND SKILLS:

Knowledge of facilities maintenance principles and practices; audio and visual equipment and controls; theater lighting equipment and controls; basic rigging techniques; and, customer service principles.

Skill in performing facilities maintenance activities; providing customer service; setting up and operating audio, visual, and lighting equipment and controls; coordinating the work of contracted employees; and, communication and interpersonal skills as applied to interaction with coworkers, supervisor, the general public, etc. sufficient to exchange or convey information and to receive work direction.

PHYSICAL DEMANDS

Positions in this class typically require: climbing, balancing, stooping, kneeling, crouching, reaching, standing, walking, pushing, pulling, lifting, fingering, grasping, talking, hearing, seeing and repetitive motions.

WORK ENVIRONMENT:

Heavy Work: Exerting up to 100 pounds of force occasionally, and/or up to 50 pounds of force frequently, and/or up to 20 pounds of forces constantly to move objects.

Incumbents may be subjected to working in high and precarious places, moving mechanical parts, electrical currents, vibrations, dusts, and workspace restrictions.
SPECIAL REQUIREMENTS:

Safety Sensitive:  N  

Department of Transportation - CDL: N

Child Sensitive: N

The City of Chattanooga, Tennessee is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the employer.
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