GATEWAY UNIFIED SCHOOL DISTRICT
JOB DESCRIPTION: COMPUTER LAB TECHNICIAN

RANGE 5

DEFINITION

Under the immediate **supervisor of the site administrator and indirect ***supervision of the
Supervisor of Technology performs a variety of computer instructional activities and assists in operation
of a computer learning center.

ESSENTIAL FUNCTIONS

« Provides individual and small group instruction within a computer lab or classroom setting.
« Assists in the preparation of instructional materials and learning aids for use with students.
« Assists teachers in selecting software appropriate for lessons.

« Assists teachers in the preparation of computer assisted lessons.

« Performs routine clerical functions.

« Supervises the activities within a computer lab or classroom setting and maintains a student behavior
policy.

« Prepares and maintains a schedule for school-wide use.

« Maintains an inventory of software and hardware.

« Provides routine maintenance of computer equipment.

- Attends job-related in-services as assigned.

« Performs other related duties as assigned.

REQUIREMENTS
« Type 35 net words per minute on a 5-minute timed writing. (Outside certificate is acceptable)
« Must meet the requirements of No Child Left Behind.

QUALIFICATIONS

Knowledge of:

» Student behavior management;

- Computer curricular programs;

« Computer literacy and basic programming;

« PC and Mac applications including word processing, database, spreadsheet, desktop publishing,
Internet and Multimedia;

- General computer maintenance;

« Basic computer troubleshooting.

Ability to:

« Utilize appropriate instructional materials;

« Instruct students in computer literacy;

« Work individually with minimal supervision;

« Communicate effectively in oral and written form;

« Understand and carry out written and oral instructions;

- Demonstrate an understanding and receptive attitude toward the students;
- Establish and maintain cooperative working relationships.
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PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an
employee to successfully perform the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential
functions.

While performing the duties of this job, the employee is required to stand; walk; use hands to
finger, handle, or feel; reach with hands and arms; and talk or hear. The employee frequently is
required to sit, stoop, kneel, crouch, or crawl. The employee must regularly lift and/or move up
to 25 pounds, and occasionally lift and/or move up to 50 pounds with assistance. Specific vision
abilities required by this job include close color and ability to adjust focus. The noise level in the
work environment is usually moderate.

EXPERIENCE AND EDUCATION
Any combination of experience and training that would provide the required knowledge and skill.
A typical way to obtain the required knowledge and skill would be:

Experience:
* Previous experience working with students in computer instruction or closely related

program.
Education:

« Equivalent to the completion of the twelfth grade supplemented by training or coursework
in computer instruction, technology and subject matter areas applicable to the assignment.

** Immediate supervision — Supervisor on site.
***Immediate supervision — Supervisor in District, but not on site.
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