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Technical
Services and
Operations

Our Customers
We support over 2,700 students, 160 staff and 180 faculty members at the
Annenberg School. The school’s faculty have earned Emmy Awards, National
Communication Association research awards, Pulitzer Prizes, Guggenheim
Fellowships and PRSA Silver Anvils, while authoring dozens of books and hundreds of
articles. The school’s students come from a variety of different backgrounds, expanding
their learning experience by choosing from over 10 different undergraduate, graduate
and doctoral programs and dozens of student organizations. Students and faculty are
supported by the school’s staff, who provide a wide range of administrative services.
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Our
Environment
Through the shared vision of our
faculty, staff and the Annenberg
community, USC Annenberg’s
physical space fosters collaboration
and community engagement. Providing
a breadth of learning spaces, meeting
rooms and common areas for use by the
Annenberg community, these spaces come in
a variety of sizes, technological equipment and
flexibility. Faculty, students and staff can modify
a space to fit their specific needs, fostering
collaboration through open environments that
maximize transparency and daylight.

Our Guiding Principles
Provide value through services and technologically enhanced
teaching, multimedia creation and business workflows

Cultivate stakeholder relationships through
aligned communication and governance models

Achieve operational excellence by focusing
on core services with structural efficiencies

Leverage technology as a schoolwide competitive advantage

Our
Team

Our services include:
• Customer Service Center
• Classroom Support Hotline
• Student printing stations

Contact
Us
Customer Service
Supporting a wide range of services in an innovative
academic environment requires a strong coordination
of activities between departments and resources.
Offering a blend of technical and operational
services that embody the TechOps name, we
maintain AnnenbergTechOps.com, direct customer
communication, supervise the Customer Service
Center and manage general administrative tasks.
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Curricular
Support

Areas of Specialization
TechOps leverages central campus
resources and specializes in areas that are
unique to Annenberg’s curricular requirements.
Our team supports the school’s classroom
environment and provides operations and
facilities support for the school with an emphasis
on technologically enhanced learning, training
and support. Our team is structured by five areas
of specialization: Curricular Support, Centralized
Technology, Multimedia Production, Facilities
Maintenance and Event Services.

Facilities
Maintenance

Centralized
Technology
Event
Services
Multimedia
Production

Curricular
Support
Our services include:
• Camera equipment checkout
• Adobe certification courses
• In-person tech support
• Classroom scheduling

Learning Spaces
We support 38 learning spaces for the
Annenberg community. Our technicians
maintain equipment, touch panel
controls, built-in projectors with screens
and computer connections. Each
learning space has access to network
connectivity, Microsoft Office Suite,
SPSS, Adobe Creative Cloud, Skype and
a Web/Document Camera. Learning
spaces come in a variety of sizes and
furniture options, from rooms that seat
five, to a 220 seat auditorium.

Classroom Operations
Our team works with the school’s
faculty to ensure they are placed in the
best learning spaces for their teaching
needs. While classes are in session, our
Classroom Support Hotline provides
troubleshooting support, either via phone
or in-person. We also provide training
sessions to familiarize faculty with the
learning space technology.

Workshops and Training
We provide specialized training and
workshops to support the Annenberg
curriculum. The Digital Lounge offers
Adobe Certification Courses and oneon-one assistance in graphic design
and web production. Our team hosts
training and tutorials to support
media production in the Media Center,
including camera and audio recording
techniques that can be used in our do-ityourself webcast studio.

Equipment Checkout
Annenberg students and faculty
have exclusive access to a variety
of equipment. Video cameras,
DSLR cameras and audio recording
equipment can be checked out for
Annenberg curricular assignments and
programs. We work with faculty and
students to determine what equipment
will best meet their needs and answer
operational and technical questions.

Internet and Phone

Software Support

Working with USC’s Information Technology Services
(ITS), we make sure our faculty, staff and students have
consistent wired and wireless access to the Internet.
We support phone and email services for faculty and
staff, and our team ensures the school’s servers are
protected against cyber-attacks.

Our team provides a wide range of
administrative, academic and creative software
applications. We support both Mac and Windows
and offer training and troubleshooting for
Annenberg faculty, staff and students. Software
applications we support include the Adobe Creative
Cloud and Microsoft Office Suites.

Centralized
Technology
Computer and Printer Services
Our services include:
• Adobe Creative Cloud activation
• Microsoft Office support
• Computer deployment

We deploy computer equipment, including
desktops and laptops, and provide hardware
support to faculty and staff, including hard
drives, keyboards, monitors and mice. To support
administrative and academic functions we maintain
a fleet of printers with email and copy capabilities.

Multimedia
Production

Workshops and Training

Broadcast Studio Engineering

Our team helps students develop their production
skill-set in a professional caliber studio environment
by offering training on software, media-editing and
professional camera and audio recording techniques.

By providing audio and video engineering support,
we maintain a state-of-the-art Media Center that
hosts industry standard technology. We ensure
radio and television broadcast equipment
is operational to support Annenberg’s
student-run news outlets.

Our services include:
• Audio and video training

• Post-production support

Media Production
We supervise live technical production for studentrun media including Annenberg Television News,
Annenberg Radio News and Annenberg Impact. Our
team also trains students to edit media content and
digitally publish to a media asset management
system called Xchange.

Facilities
Maintenance
Building Cultivation
We ensure that Annenberg’s physical infrastructure is operational and is the
foundation for all other support areas we offer. Our team provides a secure
building environment while encouraging collaboration and community
engagement. With 195,644 square feet spread across three buildings, we work
closely with central USC Facilities Management Services (FMS) and a network
of contractors and consultants to maintain an aesthetic which reflects the
school’s reputation.

Our services include:
• Building and room access
• Ergonomic evaluations
• Patch and paint

• Mail and packages
• Air conditioning
• Furniture repair and maintenance

Live Technical Production

Event
Services
Our services include:
• Rearranging furniture
• Recording and streaming

• Media wall displays
• Audio and video recording
• Tech equipment set-up

Room Reservations
We manage a centralized room reservation process,
Virtual Event Management System (VEMS), where
Annenberg space can be scheduled and reserved.

Our team coordinates and directs technical equipment for live event
production at Annenberg. This includes setting up and operating video
cameras, microphones and audio speakers, which allows faculty and
staff the opportunity to focus on other aspects of their event.

Logistic Support
We help faculty, staff and students prepare before an
event or conference. This includes rearranging or
adding furniture, coordinating cleaning services,
adding visual display content and setting up basic
technical equipment, such as Skype kits and
conference call equipment.

Digital Lounge

Our Locations

Through workshops, events, helpdesk support and Adobe
Certification Courses, the Digital Lounge promotes a culture
that empowers students to create and learn. The Digital Lounge
is in ANN 301, on the third floor of Wallis Annenberg Hall.
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ANN Customer Service Center

ASC Customer Service Center

The ANN Customer Service Center provides assistance
for the school’s learning spaces and provides technical
and operational support for faculty, staff and students.
This center is in ANN L103, on the lower level of Wallis
Annenberg Hall (ANN).

Equipment Room
The Equipment Room offers a variety of video cameras,
still cameras and audio recording equipment that can be
checked out and used for Annenberg curricular assignments.
The Equipment Room is on the lower level of Wallis
Annenberg Hall in ANN L117.

The ASC Customer Service Center provides mailing services
and operational support. The center is in ASC 124, on the
first floor of the Annenberg building (ASC) in the East Lobby.

Annenberg Research Park
The Annenberg Research Park (ARP) provides technical
and operational support. This includes faculty and staff
offices and classrooms. The center is just off campus in the
Kerckhoff Hall building (KER) in room 114.

Emergency Response

Power Outage

If power is not recovered and the room does not have sufficient lighting,
gather personal belongings. Exit the building or go to a well lit location
and await further instructions.
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The Annenberg Building Emergency
Response Team (BERT) is composed of
TechOps staff. BERT is trained to assist
and work with USC’s Department of
Public Safety (DPS) and Fire Life Safety
to coordinate and implement emergency
procedures. Members of BERT are CPR,
First-Aid and AED certified. We also
maintain AED machines in ANN L103 and
ASC 124. Food and water rations as well as
First-Aid supplies are stored in ASC 124.
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Please report any immediate
crisis to the DPS emergency
line, 213-740-4321.

Civil Unrest
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Evacuation Map

Earthquake

Drop, cover and hold under a table or a desk while avoiding windows
and protecting your head and neck from falling objects or furniture.
After shaking stops, check for any potential injuries, but do not move any
injured individual unless they are in danger. In case of structural damage,
evacuate the building.
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Unless otherwise instructed by DPS or the Los Angeles Police Department
(LAPD), do not leave the building or attempt to leave campus. Do not
confront perpetrators.
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Move away from immediate danger and activate the nearest fire alarm.
If trapped inside a room, close as many doors as possible between you
and the fire, wedging a cloth along the bottom of the door to minimize
smoke. Open available windows for a fresh air supply.
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