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Copy Room Aide
Coordinator



 Purpose: The copy room coordinator coordinates with the teachers so they have a



regular process to have copies made.  Ensure that all copy-room aids are properly 



trained so that machines are properly maintained and not damaged.

 Prerequisite/Requirement: Attend an advance copy-room training (copiers by   company representative; all other equipment by previous coordinator) that will include but not be limited to, the use of all copiers, laminator, dye cut machine, binding machine, etc.

Job Responsibilites
· Provide training for all copy-room aides.

· Schedule approved copy -room aides on a monthly basis and provide a copy of the schedule to the teacher one week prior to that schedule.

· Provide training for next coordinator.

· Send out a sign up sheet for copy room aides within the first month of school.  Fill open positions as needed.

· Provide approved copy room aides and teachers with monthly schedule.

· Be available as a resource person to approved copy room aides.

· Review issues/concerns from teachers, address as needed, and report findings to the Secretary.

· Provide training for new copy aides within the first month of the new school year.

· Provide copy room aides with written information regarding their job requirements and responsibilities.



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 awarded for working as an aide
Hours earned: 20.


Reports to:  Secretary

Selection Process:  Elected by General Membership

Term: August to June 

Candidates
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