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	Date
	7-24-12
	
	Position No.
	034

	Position Title
	Studio Director
	Office
	CTBL/CSL

	Employee Name
	
	
	

	Funding Source (s)
	16X-5301 & 96XE-5301


I. ORGANIZATIONAL COMMITMENT

Each employee, regardless of assignment, is expected to focus effort on the CDE Organizational Commitment as follows:

The Colorado Department of Education dedicates itself to increasing achievement levels for all students through comprehensive programs of education reform involving three interlocking elements:

A.
High standards for what students must know and be able to do.
B.
Challenging assessments that honestly measure whether or not 

students meet standards and tell citizens the truth about how well our schools serve children.
C.
Rigorous accountability measures that tie the accreditation of school districts to high student achievement.
II.
MANAGEMENT PRACTICES

Further, each employee is expected to follow standard management practices as set forth by the Commissioner in the areas of:

A.
Internal and external communication.
B.
Budgeting and expenditure procedures.
C.
Paperwork approval and reduction requirements.
D.
Other written departmental procedures.
III.
MAJOR JOB DUTIES 

Administers volunteer recording activities for statewide library program, including the selection, training, scheduling, coordination, and supervision of volunteer recording sessions in an on-site studio.
Oversee the acquisition, operation, and maintenance of highly technical recording and duplication equipment to produce archival masters and circulating copies.
Oversee and prepares all digital post production necessary to create digital talking books.
Ensures recordings meet National Library Service standards and quality control guidelines.
Acts as liaison and consultant for audio production issues to the National Library Service and to regional libraries in the NLS network.
Maintains departmental databases, prepares monthly reports, writes and maintains policies and procedures.
Performs special duties as assigned. 
Attends work regularly in accordance with agency leave and attendance policies.
Complies with all applicable agency policies and procedures, including safety, standards of conduct, and dress code.
IV.
REPORTING RELATIONSHIPS

The position reports to the Director of the Colorado Talking Book Library
V.
SUPERVISORY RESPONSIBILITIES (Resource and Personnel Management)

This position has no supervisory responsibilities of state staff but supervises about 40-50 studio volunteers. 
Employee Certification

I certify that my statements are accurate and complete.

Employee’s Signature





Date

Management Approval

As I am legally accountable for the assignment, I understand that I am responsible for the accuracy of this job description.  I certify that, to the best of my knowledge, this document is an accurate and complete representation of the position.

Immediate Supervisor Signature 
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Approving/Reviewing Official Signature 
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