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Audio Visual (AV) Management Specialist
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Position Overview

The Audio Visual (AV) Management Specialist is responsible for the planning, implementation, operation, and support of AV
systems and services across the organization. This role ensures the smooth delivery of high-quality audio-visual experiences
for meetings, conferences, events, and day-to-day business operations, both on-site and remotely. The ideal candidate will
possess strong technical expertise in AV technologies, excellent problem-solving skills, and the ability to work effectively with

stakeholders at all levels.
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Manage and maintain AV systems across meeting rooms, event spaces, and remote collaboration platforms.

Provide end-to-end support for AV-related activities including setup, operation, troubleshooting, and post-event wrap-
up.

Collaborate with IT, Facilities, and external vendors to plan, implement, and upgrade AV infrastructure.

Support live and virtual meetings, town halls, webinars, and executive presentations, ensuring high-quality AV
performance.

Conduct regular system checks, preventative maintenance, and performance optimization to ensure system reliability.

Train end-users and provide technical guidance on the use of AV equipment and collaboration tools (e.g., Zoom,
Microsoft Teams, WebEXx).

Maintain accurate documentation of AV equipment, configurations, procedures, and support records.
Monitor AV service requests and incidents, ensuring timely resolution and excellent user experience.
Evaluate and recommend new technologies or improvements to existing systems to enhance AV capabilities.

Ensure compliance with company policies, security standards, and health and safety regulations related to AV setups.
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3+ years of hands-on experience managing corporate AV systems and services.

Strong knowledge of AV technologies, including video conferencing systems, projectors, control panels, microphones,
audio mixers, and displays.

Familiarity with platforms such as Zoom, Microsoft Teams, Cisco WebEx, and AV-over-IP solutions.
Experience with AV system integration, cabling standards, and network-based AV solutions is a plus.
Excellent troubleshooting, organizational, and communication skills.

Ability to work under pressure and manage multiple priorities in a fast-paced environment.
Business-level proficiency in English; Japanese language skills are a plus (if applicable).

AV certifications (e.g., CTS, Dante, Crestron, Extron) are advantageous.
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