JEMEZ MOUNTAIN SCHOOLS

P.O. Box 230

GALLINA, NEW MEXICO  87017
JOB DESCRIPTION

JOB TITLE: 
Technology Assistant / Video Specialist
DEPARTMENT: 

Technology Department 

SUPERVISOR: 
Reports to:   Technology Coordinator and Principal(s). 

General Supervisor:  Superintendent of Schools

JOB GOAL: 
Responsible for maintaining all technical equipment in a condition of operating excellence and safety so that full educational benefit can be made of the equipment and to assist the Technology Coordinator.

PERFORMANCE RESPONSIBILITIES:

The person holding this position must be able to:

· Assist the Technology Coordinator in the implementation and maintenance of the District Technology.

· Assist in the initial installation of networks hardware and software per District Plan.

· Assist in the supervision of the network to insure its smooth and efficient operation.

· Assist in the coordination of the technology applications with instructional goals.

· Assist in the coordination of the video applications with instructional goals.

· Assist and coordinate the integration and follow-up of technology / video applications in the k- 12th curriculum.

· Provide technical assistance on computer applications.

· Assist in software selection and review process.

· Inspect all computers annually (more often in necessary) and confer with Principals and custodians regarding needed repairs.

· Cooperate with the Technology Coordinator in establishing guidelines for minor in-school repairs and emergency repairs.

· Assume responsibility for the safe condition of computers, electrical apparatus, video editing equipment, wiring, printers, CD-ROM, and similar technologies in school facilities.

· Assume responsibility for safe condition of all facilities.

· Recommend supplies and equipment for support of maintenance projects and help maintain an inventory of District owned tools and equipment.

· Assist in establishing and maintaining current inventory of all hardware, software and peripherals in the District.
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· Assist in the review and updating acquisition procedures and plans.

· Develop and implement a plan for personal and professional growth.

· Assist in maintaining equality and consistency of technology throughout the District.

· Assist in developing, implementing, monitoring and updating a long-range plan, which identifies building or departmental needs and priorities.

· Function in committee assignments as designated by the Technology Coordinator.

· Provide the Technology Coordinator with information of events of an unusual nature relating to assigned management responsibilities.

· Assist in the implementation of procedures in concert with federal and state laws, district policies and procedures.

· Assist in the development of budgets, personnel requirements, research methods and procedures which will provide for greater efficiency and productivity of personnel and equipment within the building or department.

· Assist in revising the District Technology Plan and EPSS Plan.

· Log all out-going long distance telephone calls and fax transmittals.

· Attend board meetings at the request of the Superintendent or his/her authorized designee.

· Perform other assigned tasks required by the supervisor(s).

Educational Programs:

· Support training programs on the use of software applications, hardware, video and specialized technology equipment an solutions.

· Support the administration and develop guidelines for a District check-out program for equipment and software.

· Support the administration and develop guidelines for community access to technology labs in the schools after regular school hours.

· Cooperate with the sponsors of district-wide, regional, state or national competitions in which the district participates and may require technical assistance.

· Support the development of alternative funding sources for technology program as directed by the Technology Coordinator.

· Assist in the development and maintenance of a technology budget.

· Assist in purchases is accordance with the District Plan.

· Maintain office management responsibilities inherent to the position or as delegated by the immediate supervisor.

· Assist in training of student on hardware, software and specialized technology and video, inclusive of addressing focus areas on EPSS Plan.

· Act as resource to students on hardware, software and specialized information or direction regarding technology.

· Assist in supervising the effective utilization of equipment and supplies

· Maintain inventory and control of assigned properties.

· Provide other tasks and responsibilities as assigned by the Technology Coordinator.

· Attend board meetings at the request of the Superintendent or his/her authorized designee.

· Log all out-going long distance telephone calls and fax transmittals.

· Perform other assigned tasks required by the supervisor(s).
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MINIMUM QUALFICATIONS:

Experience/Education:
· Associates Degree in technology and related experience preferred. 

· Two to five years of repair experience in computer maintenance or related fields.

· Must be familiar with work capabilities and limitations of various computers and video technologies.

· Properly certified in area(s) of assignment.

· Demonstrate cooperativeness and willingness to carryout assigned tasks and performance responsibilities.

· Other qualifications determined necessary by the Board of Education

Skills/Knowledge:

· Understand basis blueprint reading and engineering specifications.

· Willingness to assume responsibility.

· Ability to make emergency decisions concerned with power, equipment failure and similar disturbances.

· Ability to work with staff, students and general public.

· Willingness to actively participate in and support the daily educational processes associated with the New Mexico Public School System.

· Knowledge of universal hygiene precautions.
Physical Requirements:
· Sitting, standing, lifting and carrying (up to 80 lbs.), reaching, squatting, kneeling.
Environment/Scheduling:

· Must be able to work in varying degrees of noise, temperature and air quality. 
· Interruptions of work are routine so flexibility and patience are required.
· Must be self motivated and able to complete job assignments without direct supervision.  
· After hour work may be required. 
· May make site or home visits when needed and appropriate.
WORK SCHEDULE:
Contract Days:   ???? Term of Employment to be established by the Board of Education on an annual basis, through adoption of the school calendar.


Hours Per Day:  ????  
Salary:                To be established by the Board of Education on an annual basis,     through the adoption of Salary Schedules.

EVALUATION: 
Performance of the job will be conducted in accordance with Provisions of the Board’s policy on Evaluation of Professional Personnel.
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This job description for Technology Assistant – Video Specialist is effective upon receipt.  This job description may be revised at any time in response to needs of the District.
EMPLOYEE ACKNOWLEDGMENT OF RECEIPT AND UNDERSTANDING

I acknowledge that I, ____________________________________________, (please print your name), have read and understand the job description for Technology Assistant – Video Specialist.
I further acknowledge that I can and have been given the opportunity to ask questions to clarify matters I do not understand.  I understand the job duties and requirements of the position, and certify that I am able to perform these duties without accommodation.  If I require accommodation to complete these job duties in the future, I agree to inform my supervisor immediately.  I also agree to follow district safety rules and accident prevention procedures, and will observe the limitation on lifting identified in this document.





_________________________________________________





Employee ( Print Name)





_________________________________________________





Signature





_________________________________________________





Date

Approved by: _________________________Date:__________

Principal
Approved by: _________________________Date:__________

Technology Coordinator
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