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Audio Visual (AV) Management Specialist
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Job Description Summary:

As a member of the Live Event Production & Technologies team this role will work in a fast- paced, cross-functional
environment. The Production Manager collaborates with stakeholders, vendors, executive leadership, Customer’s Studios
and global technical teams to manage projects from intake to final program reconciliation. The role includes content
development and design (creative, content, video, run of show, technical requirements, resourcing crews) and delivery of an
experience that meets the client objectives leveraging the tools we have available in-house.
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Responsibilities:

« Define and execute the production strategy and project plans for each project, directly or collaborating with various
teams;

« Define, obtain, and manage structured feedback and approvals to ensure that deliverables are being reviewed against
established project objectives by all necessary stakeholders, including clients, project teams, and other creative
teams;

« Provide collaborative creative and artistic direction on projects to ensure that the
client’s unique business objectives are met;

« Develop and create concepts based on the client’s business requirements while
maximizing messaging effectiveness.

« Generate and maintain production/technical documents (run of show, production/crew schedule, rehearsal schedule,
breakout flow, presentation and video specs, presenter specs, etc.).

« Write creative briefs that clearly articulate communication objectives and success criteria to inform and direct work and
creative development;

« Be a good steward of the Company’s spending and resources;
« Be conscious of the sustainability and environmental impact of our work
« Operate and manage Audio and Video Production Equipment and Software including NDI technology

« Consult and manage Live/Hybrid/Virtual Event Production, Virtual Event Portals, Encoding Hardware/Software, CDN
solutions

« Collaborate with the Digital Workplace team to continuously evaluate new features of our digital products and
determine where we have feature gaps that need to be added to the roadmap

« Ability to operate and run meetings effectively in potentially high stress situations

« Ensures back-up plans are in place for each production
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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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