	Panavision Job Description
	Inventory and Technical Assistant


	Department: Belfast
	Reports to: Manager

	Immediate Subordinates: 
	Valid From: July 2025

	Co-ordinates with: TONY DEVLIN   E-MAIL tony.devlin@panavision.co.uk

	Primary Jurisdiction: Belfast
	Advisory Jurisdiction: UK


	Job Summary 


To prepare and test Panavision equipment. To work with other departments to ensure good equipment flow throughout the prep process. To liaise with shift leaders and HOD on equipment issues.  To ensure good customer service is delivered both internally and externally.  Proactive promotion of all processes and new initiatives.  Prepare, check and ship equipment for rental.  Support crew requirements.
	Responsibilities: 


Essential duties and responsibilities include but are not limited to the following.  Additional duties may be assigned from time to time:

· Examine, clean, test and perform basic adjustments of equipment (which equipment and what testing is dependent on technical aptitude as determined by company training program and supervisor). Perform maintenance of equipment within Technicians capabilities and degrees of technical knowledge

· Ensure highest level of customer satisfaction through to job completion by interfacing with all internal departments while maintaining active, informative contact with client (internal or external). 

· Inform supervisor of any conflict around equipment, keep track of all shortages.

· Work with clients as their equipment requirements change during testing, fielding questions and seeking technical support from supervisors when necessary. 

· Locate and pick client’s equipment orders following detailed company procedures for equipment preparation and dispatch. Ensure equipment works to the manufacture specifications and the accurate functioning of various components

· Maintain all working functions of assigned prep process area. Uphold and follow safety guidelines and precautions to prevent injuries and accidents

· Examine, clean, test and perform basic adjustments of equipment (which equipment and what testing is dependent on technical aptitude as determined by company training program and supervisor). 

· Ship equipment accurately and in a timely manner ensuring all system data is updated and correct. 

· Keep storage, test bays and all work areas neat and organized

· Other duties as needed

	Job Specification


· Team player. Enthusiastic and able to work on own initiative.

· Knowledge of all Panavision products and services. Proactive in gaining and maintaining service and technical knowledge/skill on all PV offered equipment

· Outstanding customer service orientation.

· Able to work and maintain effectiveness under pressure, within tight deadlines and changing priorities.

· Attention to detail. Organised and able to prioritise.

· Self starter with strong interpersonal and oral communication skills

· Flexible and adaptable

	Health & Safety Requirements


· Safe handling of solvents and other chemicals

· Safe handling of sharp and other potentially dangerous equipment

· Safe manual lifting techniques.
· Knowledge of current electrical safety standards

· Perform PAT testing where required.
	Job Description Approvals


Employee:






Date:

Human Resources: 





Date:
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