
 
 
 
 
 
 
  

 

Position Description 
 

Position Details 

Position Title Audio-Visual and Systems Technician  

Department/s Operations / IT  

Reporting to Operations Support Coordinator, Audio-Visual & Events Coordinator  

Key Liaisons 
IT, Operations, Performing Arts / Drama and Music departments, 
Students, Staff, Visitors 

Employment Type Casual  

Pay Classification 
Queensland Anglican Schools Enterprise Agreement 2021 

School Officer Level 2 (Schedule 5) 

Last Review Date February 2024 

Our School 

Hillbrook is a co-educational school of 900 students from Years 7-12, established in 1987. The School’s 
motto, “In Balance We Grow” underpins life at Hillbrook, which prides itself a focus on quality teaching 
and learning and a specialisation in the nurturing of adolescents.   

We aspire to provide all members of our staff and student body with support in a community 
environment. Hillbrook staff are encouraged to become involved in the collegial ethos of the school and 
are expected to support our core values.   

The School Leadership Team (SLT) comprises the Principal, Deputy Principal, Head of Student Wellbeing, 
Head of Teaching & Learning, Chief Financial Officer (CFO) and a Chief Operations Officer (COO). 

The Role 

The Audio-Visual (AV) and Systems Technician is a key contributor to maintaining and enhancing the 
operational efficiency and technical excellence of various systems, including audio-visual (Qsys) 
equipment, building management systems (BMS), security systems (Integrity), emergency systems 
(Jacques and Galaxy), and other technical services Hillbrook is dependent on. This role involves providing 
technical support, performing maintenance tasks, troubleshooting issues, and collaborating with multiple 
teams to ensure seamless operations across various domains. 

Key Responsibilities 

1. AV System Maintenance: 

• Conduct inspections, maintenance, and calibration of AV equipment as directed. 

• Verify the proper setup and functionality of AV equipment for events, meetings, and 
presentations. 

• Conduct cleaning and housekeeping of AV equipment as directed. 



 
 
 
 
 
 
  

 

2. Technical Support: 

• Offer technical assistance during events, conferences, and meetings by setting up, 
testing, and troubleshooting AV equipment. 

3. BMS and Technical Services: 

• Assist in the maintenance and operation of building management systems (BMS), 
ensuring proper functioning of HVAC, lighting, and other integrated systems. 

• Collaborate with the Facilities Team where necessary to monitor, maintain, and 
optimize technical services within the building. 

4. Security and Emergency Systems: 

• Support the maintenance and testing of security systems, including access control, 
surveillance cameras, and alarm systems. 

• Contribute to the testing and verification of emergency systems such as fire alarms 
and emergency communication tools. 

• Maintain critical infrastructure to ensure continuity of business. 

5. Troubleshooting and Issue Resolution: 

• Identify and resolve technical issues related to AV equipment, BMS, security systems, 
and emergency systems. 

• Coordinate with IT, Facilities, and Operations teams to resolve complex technical 
problems efficiently. 

6. Event: 

• Assist in planning and coordinating AV, BMS, and technical requirements for events, 
ensuring seamless integration and functionality. 

• Provide on-site support during events to manage technical needs and address any 
arising issues. 

• Bump-In and Bump-Out events and production in school venues. 

• Operate lighting, sound and video systems during school and external hire events. 

7. Documentation: 

• Maintain accurate records of equipment inventory, maintenance schedules, and 
technical system documentation. 

• Create user-friendly guides and documentation for operating AV and technical 
systems. 

• Keep records of work, changes and updates of technical systems. 

 



 
 
 
 
 
 
  

 

8. Collaboration and Communication: 

• Collaborate with various teams to assess AV, BMS, security, and technical service 
needs for upcoming projects and events. 

• Communicate effectively with stakeholders to understand requirements and 
expectations. 

9. Health and Safety: 

• Adhere to safety guidelines when working with AV equipment, technical systems, 
and security devices. 

• Ensure compliance with relevant health and safety regulations during events and 
routine operations. 

• Ensure equipment is compliant with relevant legislation. 

Competencies 

1. Qualifications and Certifications 

• Mandatory possession of or eligibility for a ‘Working with Children’ Card  

• Appropriate open class driver’s license relevant tickets / certifications (i.e. working at heights 
certification, Tag and Test, Rigging) 

2. Knowledge and Experience   

• Practical understanding of workplace health and safety principles applicable to a school 
environment and hazard and incident reporting   

• Basic knowledge and experience with the Microsoft Office Suite and security system use 

3. Competencies and Skills 

• Ability to engage in physical demands associated with set up and operation of audio-visual 
equipment, such as lifting and working at heights in a safe and responsible manner  

• Demonstrated initiative and motivation to manage competing priorities, monitor progress, 
and meet operational demands  

• Excellent interpersonal and professional communication (both written and verbal) skills to 
effectively collaborate with administrators, staff, and external stakeholders in an articulate 
and professional manner 

• Ability to establish cooperative and positive working relationships to work as an effective 
team member or independently, in an agile and responsive manner  

• Demonstrated professionalism and integrity, with the ability to maintain confidentiality and 
use discretion as required 
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