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Computer Lab
Coordinator



Purpose: The purpose of the coordinator’s job is to work with teachers to support and 


       enhance the classroom curriculum through the use of the computer lab.

           Prerequisite/Requirement: General knowledge and familiarity with Windows/PC computers

           and software.  Knowledge of, or willingness to learn, elementary school computer curriculum.

Job Responsibilities
· 
Coordinates all aspects of Computer Lab, except set-up and maintenance of machines.

· Speak with each teacher to find out what his or her needs are for grade-appropriate software and find it for them. Recommend purchase if necessary. Help develop and implement curriculum. Install software as needed.

· Work with teachers to schedule time for each class in the computer lab, and to schedule parent aides to work in Computer Lab. 
· Work with Computer Technician Team to identify needs of computer lab in terms of equipment and software set-up and maintenance.

· Maintain records of computer acquisitions, keeping track of warranties, returning registrations cards for hardware and software, etc.

· Provide training to parents who work in the computer lab as parent aides or in the classroom with computers.

· Maintain supplies for the computer lab (paper, ink cartridges, etc.); obtain approval for purchase from the Library Chair


Financial Responsibility:  None

           Hours recording procedure: Hours are calculated on per month basis for 10 months

           (Sept. to June) and are automatically posted by the hours recorder each month.  Additional 

           hours accrued when working as an aide.
Hours earned: 40.


Reports to: Library Chair

Selection Process:  Elected by General Membership

Term: August to June 
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