 NELSON COUNTY SCHOOLS 
Job Description 
TITLE: SCHOOL TECHNOLOGY COORDINATOR 
QUALIFICATIONS: Any combination equivalent to: high School Diploma, G.E.D. Certificate or demonstrated progress toward obtaining a G.E.D. as required by Kentucky law supplemented by course work in microcomputers and software applications and three years increasingly responsible microcomputer and software operations and installation experience. 

REPORTS TO: District Technology Coordinator 

JOB GOALS: Install microcomputer hardware and software; train users in functions and operations of microcomputers; provide continuing on-site and telephone support for use EP 
PREFORMANCE RESPONSIBILITES: 
Serves as First-Line contact for teachers and staff when computer related problem occurs. 

Provides on-site and telephone support for users of microcomputer hardware and software. 

Installs microcomputer hardware systems and software including upgrades and enhancements. 

Conducts training for use of microcomputer hardware and software with individuals, small groups and classrooms. 

Conducts problem-solving research. 

Serves as STLP Coordinator. 

Serves as TSA Coordinator (where applicable) 

Evaluates needs of user departments. 

Encourages technology interests of students and staff. 

Maintains data base files of user and hardware and software inventory using M. S access. 

Maintains secure backup of master software files; maintains periodic backup of user software and data. 
Performs other related duties as assigned. 

Demonstrates regular attendance and punctuality. 

Adheres to the appropriate code of ethics. 

Performs other duties consistent with the position assigned as may be requested by the Superintendent.
Establishes and maintains cooperative and effective working relationships with others. 
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Communicates effectively both orally and in writing.
Performs basic PC and network maintenance. 

Contacts the KETS Help Desk for solutions when applicable. 

Informs the DTC and/or the local school district Help Desk of any unsolved problems. 

Advises the school principal of any problems and action taken.
Attends at least one professional development workshop on technology within the school year. 

Attends scheduled STC meetings and report agenda to their respective school's staff meeting.
KNOWLEDGE AND ABILITIES: 
KNOWLEDGE OF: 
The on-line Problem Reporting System. 

Operation of microcomputers and related peripheral computer equipment. 

Operation of numerous software applications related to District projects and activities, STI, ALS, Microsoft APPS, Follett, AR, etc. 

Installation of computer hardware, peripherals and software. 

Proper methods of storing equipment, materials and supplies. 

Manual instructions, sufficient to enable quick and accurate diagnosis of difficulties. 

Technical aspects of field of specialty 

Technological advances in the field 

KNOWLEDGE AND ABILITES: To perform the responsibilities as previously outlined.
