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ELBERT SCHOOL DISTRICT #200

JOB DESCRIPTION

TECHNOLOGY COORDINATOR/SECONDARY SECRETARY

Title:


Technology Coordinator/Secondary Secretary

Job Summary:
Technology Coordinator-Network Administrator responsible for the budgeting, inventory, distribution and maintenance of the school district network and technology equipment.


Secondary Secretary-ProStar Administrator responsible for the Student Information System and secretarial support services.

Principle Responsibilities:

1. Development and maintenance of school district local area network.

2. Application for ERATE funding.

3. Negotiation of contracts relating to T-1 Internet access and Internet Service Provider.

4. Negotiation and provision of web filter and virus software.

5. Network Administrator of the Domain Controller. 

6. Network Administrator for the student information system ProStar(.

7. Network Administrator for Microsoft Exchange( email system.

8. Development of plans and technology tools required for compliance with the Children’s Internet Protection Act.

9. Development and implementation of Educational Technology/Information   Literacy and Internet Safety Plan.

10. Provide direction and information for the district Technology Committee.

11. Provide recommendations to the administration for the purchase and distribution of technology equipment.

12. Maintain current inventory of equipment, peripherals and software. 

13. Negotiation of contracts relating to the purchase of technology equipment, peripherals and software. 

14. Provide technical support for administration, students and staff.

15. Provide for staff development relating to the use of technology equipment, peripherals and software.

16. Provide for the installation, maintenance, repair and upgrading of equipment and software.

17. Maintains necessary software licensure and Microsoft Select Licensing agreement.

18. Complies and distributes accurate records of attendance, student scheduling, grade cards, progress reports, transcripts, etc. for secondary students and cumulative files.

19. Develop and maintain schedule for computer labs.  

20. General secretarial duties.

21. Assumes any other duties required to assure the smooth operation of the school district as assigned by the administration.

Minimum Qualifications:

1. High School Diploma.

2. Knowledge necessary to administer the district local area network, student information system, email system, and other equipment and applications as     necessary.

3. Ability to work under pressure, accomplish varying types of work and make decisions, despite frequent interruptions.

4. Able to work tactfully and harmoniously with school staff, parents, students and the public.

5. Posses the ability to help provide a friendly and cooperative atmosphere for students and staff to perform daily routine.

6. Such alternatives to the above qualifications as the Board of Education may find appropriate and acceptable.

7. Able to lift a minimum of 10 lbs. and a maximum of 40 lbs.

Evaluation:  Performed on an annual basis by the administration.

Adoption Date:  September 26, 2006

