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Job Description

	Job Title
	Digital Media Technician

	Salary Scale
	LIPA Scale 5

	Responsible To
	Technical Services Manager

	Responsible For
	No subordinate staff

	Number in Post
	1

	Date Drafted
	July 2026




	Job Purpose

	To provide technical support for School of Performance programme through the preparation, maintenance and distribution of digital media equipment and facilities.
The postholder will support staff and students with the use of cameras, lighting, audio and video editing systems, maintain teaching and rehearsal spaces used by the School of Performance, and undertake regular inspections of teaching rooms and studios to ensure facilities remain operational, safe and presentation-ready.
The role will also contribute to the wider work of the Technical Services Department, supporting equipment bookings, events, productions and general technical operations across the Institute.



	Major Tasks

	1. Ensure the effective storage, maintenance, preparation and distribution of screen-production equipment.
2. Provide first-line technical support for School of Performance staff and students.
3. Support video capture, editing and media workflows used in curriculum delivery.
4. Carry out regular inspections of performance teaching spaces and coordinate remedial actions where required.
5. Maintain safe, secure and operational learning environments.
6. Support productions, events and Institute activities where required.
7. Undertake duties common to all Technical Services staff.






	Job Activities 

	Major Task 1: Storage, maintenance, preparation and distribution of screen-production equipment

	1. Ensure equipment is stored safely, securely and in an organised manner.
2. Maintain accurate stock records and equipment inventories using Institute systems.
3. Coordinate the allocation of cameras, lighting equipment, audio equipment, tripods, monitors and associated accessories.
4. Prepare equipment for teaching sessions, workshops and student projects.
5. Undertake first-line maintenance, fault-finding and minor repairs.
6. Liaise with manufacturers and suppliers where servicing or specialist repairs are required.
7. Ensure equipment remains serviced and fit for purpose in accordance with manufacturer recommendations.
8. Assist students and staff with equipment bookings and returns.

	Major Task 2: Technical Support

	1. Provide technical support for curriculum activities associated with School of Performance programmes, including Acting (Screen & Digital) and other digital media activity across the School.
2. Support staff and students in the operation of cameras, audio recording systems, lighting and media production equipment.
3. Prepare specialist facilities and equipment for classes, workshops and assessments.
4. Provide basic demonstrations on the operation of equipment and software under the guidance of teaching staff.
5. Assist students in the safe and effective use of technical resources.
6. Provide technical support for screen-based projects, recordings and digital content creation.

	Major Task 3: Video Editing and Digital Media Support

	1. Support the operation of video editing and media-production workstations.
2. Assist students and staff with media management, file handling and digital workflows.
3. Provide first-line support for editing software and associated systems.
4. Support the recording, transfer, storage and archiving of digital media assets.
5. Assist with the preparation and distribution of media required for teaching, assessment and promotional activities.




	Major Task 4: School of Performance Facilities Monitoring

	1. Conduct regular inspections of acting studios, rehearsal rooms, dance studios and musical theatre spaces.
2. Ensure teaching spaces are clean, tidy, safe and fully operational.
3. Check furniture, presentation systems, technical equipment and room layouts are fit for purpose.
4. Identify and report faults, defects, maintenance issues and health and safety concerns.
5. Liaise with Estates, Technical Services and academic staff to resolve issues promptly.
6. Maintain records of inspections and actions taken.

	Major Task 5: Maintaining a Safe and Secure Environment

	1. Ensure Institute Health and Safety policies and procedures are followed across all areas of responsibility.
2. Promote safe working practices amongst staff and students.
3. Maintain adequate security for Institute equipment and facilities.
4. Assist with risk assessments where required.
5. Ensure workspaces remain clean, tidy and hazard-free.

	Major Task 6: Support Events and Institute Activities

	1. Support showcases, screenings, auditions, open days and Institute events.
2. Assist with the setup and operation of technical equipment for performances and presentations.
3. Provide technical assistance for internal and external events as required.
4. Work collaboratively with colleagues across Technical Services, Production and academic departments.

	Major Task 7: Undertake duties common to all LIPA Technical staff

	1. Staff the Technical Services counter on a rota basis.
2. Assist with equipment issue and return procedures.
3. Maintain appropriate financial and stock records.
4. Participate in staff development, appraisal and training activities.
5. Support colleagues and provide cover across technical disciplines where appropriate.
6. Undertake duties with due regard to Equality, Diversity and Inclusion, Health and Safety and Institute policies.






	Notes:

	This job description will be reviewed annually as part of the appraisal process and may be varied in the light of LIPA’s changing business needs.  The job description sets out the main duties of the post at the date it was drafted.  Such duties may vary from time to time without changing the general character of the post or the level of responsibility entailed.  Such variations occur occasionally and cannot justify any reconsideration of the grading of the post. Changes will be made in consultation with the individual. If however after consultation, the person concerned is not in agreement with the proposed change, then they would be able to use the grievance procedure.

	Location: 

	The job is initially located on our main site.  However, it may be that from time to time the post holder will be required to work on different duties, or in any other jobs, within their competence, such jobs being in their present or any other location as may be deemed appropriate.  In all cases regard will be paid to the qualifications, experience, current duties and responsibilities and personal circumstances of the post holder.

	Hours:

	Usually 37.5 hrs per week, Monday – Friday, although there may be situations whereby the postholder will need to put in the hours to ensure that e.g., agreed project deadlines are met.
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Person Specification – Digital Media Technician

	Criteria
	Importance
	To be identified by:

	Education and Qualifications:

	A degree or equivalent qualification in a relevant subject
	Essential
	Application Form

	Experience:

	Experience maintaining and supporting digital media equipment in an educational or professional environment
	Essential
	Application Form / Interview

	Experience using professional digital cinema cameras, DSLR / mirrorless cameras and associated accessories
	Essential
	Application Form / Interview

	Experience supporting students or clients in the use of technical equipment
	Essential
	Application Form / Interview

	Experience of equipment maintenance, fault finding and minor repairs
	Essential
	Application Form / Interview

	Experience managing equipment bookings, inventories and asset records
	Essential
	Application Form / Interview

	Experience supporting live events, productions or performances
	Desirable
	Application Form / Interview

	Experience working within Higher Education or Performing Arts education
	Desirable
	Application Form / Interview

	Skills and Knowledge:

	Excellent knowledge of digital cameras, lenses, tripods, lighting and location sound equipment
	Essential
	Application Form / Interview

	Knowledge of video editing software (e.g. Adobe Premiere Pro, DaVinci Resolve or Avid Media Composer)
	Essential
	Application Form / Interview

	Understanding of digital media workflows, file management, codecs and media archiving
	Essential
	Interview

	Ability to diagnose technical faults and resolve first-line technical issues
	Essential
	Interview

	Good IT skills including Windows and MacOS operating systems
	Essential
	Application Form / Interview

	Strong organisational skills with the ability to prioritise competing workloads
	Essential
	Interview

	Excellent communication skills with the ability to explain technical concepts to non-technical users
	Essential
	Interview

	Able to work effectively both independently and as part of a team
	Essential
	Interview

	Ability to work collaboratively across academic and technical departments
	Essential
	Interview

	Professional, reliable and able to maintain high standards of presentation and organisation
	Essential
	Interview

	Good understanding of Health & Safety legislation and safe working practices
	Essential
	Application Form / Interview

	Knowledge of inventory management systems and equipment tracking software
	Desirable
	Interview

	Commitment: 

	Commitment to providing excellent customer service to students and staff
	Essential
	Interview

	Demonstrates initiative and a proactive approach to problem solving
	Essential
	Interview

	Flexible approach to working hours to support productions and Institute events when required
	Essential
	Interview

	To diversity, inclusivity and ethical practice
	Essential
	Application / Interview

	Commitment to continuous professional development and learning new technologies
	Essential
	Interview

	Other Requirements:

	Ability to obtain a DBS disclosure which is satisfactory to LIPA
	Essential 
	Application / DBS application clearance 
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