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Responsibilities 

The Equipment Manager is responsible for the various pieces of equipment owned by the Club.  For each meeting the Equipment Manager is responsible for the setup and operation of the audio/visual equipment in the facility. 
Duties
1. Work with the Program Director and Facility Director ensure required equipment is available at each meeting. 

2. Coordinate with the Program Director to confirm guest speaker technical and presentation needs can be met.
3. Recruit volunteers, if necessary, to set up room equipment and furniture for monthly meetings.
4. Monitor, operate, and adjust equipment during meetings as needed.
5. After meetings, remove Club equipment from meeting area and ensure proper storage.
6. Store equipment in a safe, dry location.
7. Maintain equipment and report when repairs, servicing, or replacement are required.
8. Recommend any new equipment purchases and potential suppliers.

9. Assist the Facility Director and Club leadership with preparing and submitting grant applications related to equipment acquisition, upgrades, or maintenance.
10. Maintain an up-to-date inventory of Club equipment and property.

11. Keep clear instructions for the use of equipment.

12. Report to the Facility Directory any requirements such as funds needed for repairs, spare batteries, etc.
13. Address complaints, comments, suggestions, and requests from Directors, members and guests as appropriate.
14. Annually review this job description and present recommended changes to the Facility Director.
