Position:

Computer Lab Coordinator

Department:

Social Science

Classification:
Computer Support Specialist

Starting Date:

?

Job Purpose:
To supervise, organize, and maintain computer labs; Provide computer assistance to staff and students with computer related questions; Operate and maintain computer based testing.

Essential 

Functions:
Assist students in computer labs with the use of computers and computer software.  Software includes Windows 95 operating systems and the latest versions of business and educational software.

Troubleshoot software and hardware problems for students and staff through the use of computer documentation and learned techniques.

Ensure appropriate use of computer hardware and software consistent with college policies.

Supervise student use of the computer labs by monitoring a check-in program and by observing student activity in the computer lab.

Maintain security and inventory of computer hardware/software and audio-visual equipment.

Manage the online web-based and mainframe based computerized testing system, including manipulation of instuctor test bank files, student scores, and grade reporting.

Schedule computer training for department staff.

Supervise the scheduling of computer classroom for college staff.

Supervise the printouts of college class grade sheets for all departments.

Write and update computer lab procedure manual. 

Perform preventive maintenance of computers and audiovisual equipment.

Assist department staff with computer related problems for windows based PC's and Macintosh computers.

Instructing and scheduling the use of audio-visual equipment.

Supervise the check-in of students for computer based testing.

Other Functions:
Maintain and order computer peripheral supplies.

Retain open communication with various instructors to ensure that Soc. Sci. students can be served with the appropriate computer support.  




Assist with other duties as needed.

Minimum Qualifications:

Education:
An Associates Degree in Computer Science, Computer information systems, Data processing, Business or a related field with an emphasis on computer systems is required.

Experience:
Two years of experience working with a combination of software mentioned in the essential functions and/or computer hardware maintenance/repair.  Experience in an educational setting preferred.  Previous computer lab assistance and/or computer instructional experience preferred.

Knowledge, Skills,

And Abilities:
Demonstrated ability to assist students and staff in the technical and instructional aspects of computer equipment and software use; ability to organize and mange instructional labs; ability to provide oral instruction and written documentation to assist students and staff at various computer skill levels in the utilization of lab facilities; ability to troubleshoot computer and peripheral equipment on site and take appropriate action; ability to learn new software applications as needed; ability to bend, stoop, work in confined areas and transport computers, printers, and other equipment weighing up to 30 pounds; manual dexterity is required for upgrade or minor repair of equipment.


Must demonstrate an active concern for meeting the needs of students, staff, and the public.

Equipment:
A broad range of instructional and diagnostic software.  Microcomputers, printers, modems, audiovisual equipment, computer networks and related peripherals.

Supervision:
Under the general supervision of the department administrator.  The Computer Lab Coordinator has the responsibility and authority to make decisions concerning the operation of this function except as limited by the Director.  The Computer Lab Coordinator supervises students and work-study employees when using the computer labs.

