JEMEZ MOUNTAIN SCHOOLS

P.O. Box 230

GALLINA, NEW MEXICO  87017
JOB DESCRIPTION

JOB TITLE: 
Technology Coordinator
DEPARTMENT: 

Technology Department 

SUPERVISOR: 
Reports to:   Director of Instruction/Superintendent. 

JOB GOAL: 

Supervises:  Technology Specialists, Other Assigned Staff

To develop and maintain a program of technology that uses to the best advantage the technology capabilities of the district for the educational excellence of the instructional programs.
PERFORMANCE RESPONSIBILITIES:

The person holding this position must be able to:

· Direct(s), coordinator(s), monitor(s), implement(s), supervise(s), assess(es) and complies with guidelines of the following: E-Rate, Technology Literacy Challenge Grant, Tech Prep, Computer Acquisition Program, QSP, Power School, Distance Learning, Department of Energy Grants, and assist with Accountability Data System and meet required timelines.

· Shall assist and act in a confidential capacity with respect to a person who determines and effectuates management procedures or school board policy.

· Provide technical assistance and training in the area of technology to staff.

· Provide typing and clerical tasks and write proposals for technology grants.

· Assist and participate in the District’s Technology Committee.

· Attend appropriate Committee and Staff Meetings, as required.

· Prepare budget, purchase orders and maintain expenditure reports, inclusive of recording telephone calls.

· Purchase supplies and equipment orders and maintain expenditures reports, inclusive of recording telephone calls.

· Develop and implement the Technology Plan/Program for the District.

· Take responsibility and serve as the primary lead person, compile all data collected through ADS for each school site and down load on Central Office server for submittal to the Public Education Department .

· Maintain newest release security measures for data and hardware protection as it applies to classroom computers.
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· Oversee the maintenance and troubleshoot of district-wide technological equipment.

· Cooperate with instructional leaders to determine appropriate use of technology for instruction in various subject areas.

· Recommend the purchase of material for the implementation and improvement of technology instruction in the district.

· Coordinate the distribution and oversee the proper installation and operation of hardware in the district.

· Maintain an inventory of technology equipment and catalog of software in the district.

· Review and evaluate new technology equipment and commercial software as it is developed and communicates such evaluation to the instructional leaders of the district.

· Provide staff development training in the use of the technology as an instructional tool.

· Work with Curriculum Committees to develop or procure technology program to meet instructional needs.

· Represent the district Technology Education Program to the public through computer workshops and other presentations.

· Evaluate on an annual basis the overall Technology Education Program of the district and make resultant recommendations regarding the program to the Superintendent.

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

· Review and monitor telephone bills of assigned school and staff and compare with telephone logs for accountability purposes.

· Co-supervise staff who are directly involved with Technology Programs.

· Take responsibilities and serve as the primary lead person, implement and oversee the entry of data through the Accountability Data System/Power School, Visions, as applicable.

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

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

MINIMUM QUALFICATIONS:

Experience/Education:
· A bachelor's degree, masters in technology or related experience preferred.
· Valid New Mexico license with endorsements as needed preerred.
· Competency in area(s) of assignment.

· Strong leadership skills demonstrated.
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Skills/Knowledge:

· Must be knowledgeable/competent in different software applications to include: Power School, Power Grade, Quality School Portfolio (QSP); Microsoft Window Applications (Excel, Word, Power Point, Access, Publisher, Outlook), Accountability Data Systems (ADS), Dynamic Indicators of Basic Early Literacy Skills (DIBELS), Measures of Academic Progress (MAP Levels Testing), NM Public Education Department Student Information System (NM PED SIS).
· Knowledge of universal hygiene precautions.
Physical Requirements:
· Sitting, standing, lifting and carrying (up to 50 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.

Technology Coordinator             Page 3 of  4                Jemez Mountain Schools             July 2010

This job description for Technology Coordinator 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 Coordinator.
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:__________

Director of Instruction

Approved by: _________________________Date:__________

Superintendent
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