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RESPONSIBILITIES

1.To acquire and collect various materials, printed media, electronic
media, and audio-visual equipment for the purpose of serving the
study and research needs of teachers, students, and the general
public, in alignment with the institution's curriculum.

2.To facilitate and provide services to teachers in producing
instructional media.

3.To develop the knowledge base for teachers regarding the use
and production of media in the fields of information technology,
distance education, and electronic media.

4.To be responsible for the care and maintenance of materials and
equipment, ensuring they are ready for use, and to provide
services related to audio-visual equipment and the use of the
Audio-Visual Room.

5.To coordinate and collaborate with various units both inside and
outside the educational institution.

6.To prepare a work calendar, propose projects, and report on
work performance in a sequential manner.

7.To maintain, repair, and be responsible for the institution's assets
under their charge.

8.To perform other duties as assigned.
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