Thompson Falls School District Position Description

Position Title: School Technology Coordinator
Reports to:  Building Supervisor

GENERAL RESPONSIBILITIES: Provide basic, ongoing, first-level, school-base technical support to
teachers and other staff in the use of technology. These technicians will be responsible for complying
with Technology standards and directives for the work to be accomplished at their respective buildings.
This position reports to and is evaluated by the Principal with input and guidance from the District
Technology Coordinator.

ESSENTIAL TASKS: (These are intended only as illustrations of the various types of work performed. The
omission of specific duties does not exclude them from the position if the work is similar, related, or a
logical assighment to the position.)

e Serve as an advisor to school staff for general technical issues.

e Provide basic on-going first-line technical support to school staff and students.

e Troubleshoot and repair minor computer and peripheral equipment problems/issues.

e Management of accounts and reporting functions for select instructional applications.

e Support school users with network access issues and reset passwords as needed.

e Install and customize new computers with site based software/drivers; upgrade/update software as
needed.

e Provide logistical support for new computers and peripherals (physical setup & placement).

e Perform school specific technical work for division level technology initiatives.

e Coordinate computer hardware repairs records for the school.

e Document all work performed and enter requests for new services from the school in the DOT Service
Desk application.

e Collaborate with staff on software purchases with regard to technical requirements and limitations.

e Verify technology purchases and provides logistical support for new deliveries on physical set-up and
placement.

e Maintain technology inventory records for the school.

e Serve as a technical liaison with division technical support staff, outside vendors, and serve as vendor
contact on technical issues.

e Provide training and support for Infinite Campus and Student/Parent Portal.

e Prepare and support technology for online testing.

e Participate in on-going technical support training as required by District Technology Coordinator
and/or Principal.

e Perform other technology related duties as assigned.



