
ELIOT INSTITUTE 

AUDIO VISUAL COORDINATOR(S) 

(Revised June 2020) 

 

SELECTION:  Selection by and responsible to the Deans (Note: the Deans may choose 
to have one or two coordinators, depending on anticipated levels of A/V responsibilities.  
Recent experience has shown that July & August Eliot need two half-time people in this 
position). 

QUALIFICATIONS:  A person interested and well-versed and experienced in using 
computers, smart phones, tablets, and their media (such as PowerPoint, Keynote, and 
PDF presentation) as well as how to integrate computers with display or projection 
equipment. This person should also know how to properly use the sound system in the 
Seabeck Meeting House as well as the Eliot-owned portable Fender system, and should 
have general experience troubleshooting A/V equipment. This person should also have 
an ear for sound levels and a sensitivity for how an audience is receiving sound during 
Eliot events. 

GENERAL RESPONSIBILITIES: 

● Manage and facilitate the use of Eliot- and Seabeck-provided AV tools in the 
Seabeck Meeting House and other venues as may be required.  

● Assist in technically (though not creatively) facilitating robust and seamless 
programming. Examples: Morning In Gathering, Morning Program, Evening 
Worship, Talent Shows, other evening group events, Firelight, Coffee House, etc 

SPECIFIC RESPONSIBILITIES [See Timeline]: 

TIMELINE 

BEFORE CAMP  

____ Register for camp.  Sign contract and Code of Ethics and return to the Registrar.  

____ Regularly check the website job description for a new Revised date.  

____ Review Audio Visual Manual on the website.  

____ Be in contact with the Theme Speaker and Worship and Music Coordinator to 
determine their media requirement with respect to using PowerPoint, Keynote, or PDF 
projections.  

____ For projection during camp there are a variety of options:  1) Bring your own 
laptop or other device to camp; 2) Arrange to have a computer available for you at 
camp; 3) Arrange for the Theme Speaker, Worship, and/or Music Coordinators to bring 



a device that can be used to project content particularly during Morning Ingathering and 
Worship.  This should be worked out before camp begins.  

___ Write a short article for pre-camp newsletter reminding campers of the importance 
of getting content to the A/V coordinator well before an event, and also ensure that any 
projected content abides by Eliot’s copyright policies. 
 

____ Add a short item to the pre-camp newsletter that explains: “To play music or other 
stand-alone audio from any device at camp, the device must connect to the Seabeck 
system using a 3.5mm headphone jack or an RCA cable. To project video or images 
from your device, the device must connect to the Seabeck system wuing either HDMI or 
VGA. An HDMI connection includes sound. A VGA connection requires an additional 
3.5mm /headphone jack or RCA connection for the sound.” 
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ARRIVAL DAY  

____ Attend staff meeting  

____ See Storage Closet Manager to get supplies stored at Seabeck  

____ Locate the Eliot portable Fender sound system from the storage closet and ensure 
that all the necessary bits and pieces are present. 

____ Get necessary mics (including the wireless headset mic) and other equipment 
from the Seabeck Office.  There are separate totes of A/V equipment for each Seabeck 
meeting location (i.e., the Meeting House, Juniper, Pines, etc.).  

____ If needed, you can get an additional wireless headset mic from the Registrar. It 
must be returned into their hands when camp ends.  

____ Ask Volunteer Coordinator to let you know well in advance of events that might 
need support from the A/V coordinator.  

____ Ensure competence in using Meeting House systems by meeting with Seabeck 
staff and/or Eliot campers with past A/V experience.  

____ Meet with the Theme Speaker, Music and Worship coordinators, and the Deans in 
the Meeting House to ensure their media needs are met and operating properly prior to 
the evening’s all-camper meeting and first Ingathering the following morning.  

____ Make sure you and the Music Coordinator have access to the folder on Eliot’s 
Google Drive with PowerPoint slides of song lyrics. NOTE: Since reliable internet is not 
available in the Meeting House, all content should be downloaded before events 
requiring projection. 

DURING CAMP  

____ Manage the Eliot portable sound system(s) during camp, being responsible for its 
arrival at various venues where it is to be used, ensuring mics and cables are also 
provided  

____ Arrange for its transport to its next venue and safe overnight storage.  

____ Take primary responsibility for operation of the Meeting House sound and 
projection systems during various events during the day and evening.  

____ Become familiar with the projection system in Juniper to facilitate its use as 
needed.  



____ Put periodic reminders in the Camp Newsletter reminding campers to contact the 
A/V coordinator if A/V support is needed for an event, and to do so as early as possible.   

____ Put periodic reminders in the camp newsletter about the need to get content to the 
AV coordinator well ahead of events (e.g., Talent Show, Worship service, dances). 
Content from the internet must be downloaded to a local device ahead of time, and all 
content should be tested prior to events. 

LAST DAY OF CAMP  

____ Return equipment to the Seabeck office or Storage Closet as is appropriate.  
Ensure that all supplies and equipment are accounted for.  Ask Golf Cart Coordinator 
for transport assistance, if needed.  

____ If you borrowed the additional Eliot wireless mics, return them to the Registrar.  

AFTER CAMP  

____ Within two weeks of the end of camp, submit a report to the camp Deans using 
the template they provide.  

IDEAS, HINTS, AND TIPS  

Projection: The A/V Coordinator is not responsible for preparing creative material, only 
with facilitating its projection.  As they are able and have time, the AV Coordinator, as 
an expert in A/V technology, may be able to offer advice and assistance in assembling 
materials to project during camp events.  However, this should not be an expectation by 
any Elioteer or camp staff member. 

Creating Work Space:  It could be helpful to move chairs near the sound booth during 
events to create a space for you to work without interruptions.  Another possibility is to 
tape off a modest “keep out zone” around the sound controls.  Use ONLY blue painter’s 
or gaffer’s tape (DO NOT USE masking tape or duct tape, as both will leave behind 
stickum and other residue that could potentially ruin the Meeting House floor).  


