
 
 
AUDIO/VISUAL MANAGER 

Department:  Operations 
Type:   Full-Time, Salaried 
Immediate Supervisor: General Manager 
Supervision Purview: A/V Technicians, Audio Engineers, Event Stage Crews and IT Vendors 
 
General Statement of Duties: Under the direction of the General Manager, this position manages the ongoing and 
day to day activities/functions necessary to support all scheduled events and recording sessions from start to 
finish. This includes, but is not limited to, coordination with the General Manager, Event Manager and various 
vendors to ensure the proper installation, and maintenance of A/V and IT equipment; management of the 
department’s staffing needs; development of policies and procedures; disseminating technical spec 
documentation; and booking studio sessions. 
 
Areas of Responsibility: 
 Coordinates the A/V crew staffing assignments for all productions and events.  
 Books appointments and assigns Audio Engineers for all recording studio sessions. 
 Consults with the Installation Lead of a project to communicate the design intent and review the required 

installation, punch, testing and as-built documentation. 
 Collaborates with team members to support cross-departmental project coordination.  
 Monitors crews and site activity. 
 Ensures that all work complies with company policies, procedures and standards. 
 Verifies that event participants maintain proper safety practices. 
 Tests all A/V systems to ensure proper equipment functionality. 
 Remains current on A/V and recording studio related technological advancements to be able to identify the 

organization’s need for equipment upgrades and replacements. 
 Generates purchase orders to request equipment and product needs for the department.  
 Attends management and customer meetings as required.  
 Develops and manages the departmental budget and performs other administrative duties. 
 Promotes the recording studio and auditorium in order to raise awareness and gain business for the 

department.   
 Provides exceptional customer service.  
 Performs other duties relative to the job, as assigned by management. 
 
Required Qualifications: The A/V Manager must have a minimum of 3+ years of A/V experience in a live sound, 
performance venue and/or conference center; in-depth knowledge of signal flow for audio (live sound and studio) 
and video; working experience with running the front of house and monitor mixes; experience with setting up and 
tearing down audio equipment; and working knowledge of Avid’s Venue Profile System. Must have experience in 
creating budgets, managing staff and strategic scheduling. 
 
The A/V Manager must also exude professionalism and confidence, be disciplined, detail oriented, have superior 
customer service skills, as well as excellent written and verbal communication skills. He/she must have excellent 
time management skills and be able to effectively interact with coworkers, clients, installation teams and 
management in order to deliver quality products. 
 
 



 
 
Preferred Skills: Due to the multi-faceted nature of this role, it is preferable that the A/V Manager is familiar with 
the following products and/or areas: 
 A/V – BIAMP and Crestron products; analog and digital video, polycom and VTC systems. 
 IT – IP addressing and setup, DHCP/Static IP addresses, hubs, switches and WAPs.  
 Live show/Venue – Light setting and managing run of show.   
 Recording studio – Recording process for music, instrumentation, podcasts and voice-overs; Pro Tools.  
 
Physical Qualifications: While performing the duties of this job, the A/V Manager must be able to stand, kneel 
and/or crouch for moderate periods of time; climb ladders and scaffolding; work in high and low-cramped places; 
and lift and/or move up to 65 pounds.  
 
 
 
 
 
 


