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Special Assignment Aide for Computer Lab (Title Programs)
Reports To:

Teacher (Primary), Principal (Secondary)

Dept / Campus:

Campus Assigned



Paygrade: PP-2
Wage/Hour Status: 
Nonexempt




Revised: November 2016
This job description reflects management’s assignment of essential functions; it does not prescribe or restrict the tasks that may be assigned.

PRIMARY PURPOSE:
Work under general supervision to assist students and teachers in use of computers and educational software in campus computer lab.
Funded by Title 1, with the primary purpose of supporting grant activities aimed at improving academic achievement for students struggling to meet the state standards.

QUALIFICATIONS:
Education/Certification:
High school diploma or GED

Special Knowledge/Skills:
Knowledge of basic computer operations and skills

Ability to operate personal computer and educational software

Ability to work with students and teachers effectively

Ability to communicate effectively

Calm and patient demeanor

Experience:
One year of experience working with children

MAJOR RESPONSIBILITIES AND DUTIES:

1. Assist teachers and students in use of computers, printers, and instructional software.

2. Work cooperatively with teachers to identify student placement in instructional software.

3. Input data and maintain computerized and physical files on student progress and use of instructional programs.

4. Maintain computer lab in a neat and orderly manner including bulletin boards and displays.

5. Perform computer backups on a regular basis.

6. Install a variety of computer programs following complex written instructions.

7. Detect and arrange for maintenance and repair of computer equipment.

8. Manage student behavior in the computer lab.

9. Help supervise students as assigned.

10. Assist with office and workroom clerical duties as needed.

11. Participate in staff development, faculty meetings, and special events as needed.

12. Maintain an accurate knowledge base and comply with state, district, and school policies and regulations concerning primary job functions.

FUNDING: Employee is assigned 100% to the Title I Program.  

EQUIPMENT USED:

Computer, printer, calculator, fax machine, copier, multi-line telephone system, audiovisual equipment and other modern office equipment
WORKING CONDITIONS:

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 will be made if necessary:

Mental Demands:
Reading; ability to communicate effectively (verbal and written); maintain emotional control under stress; maintain a clear focus on customer service; ability to manage others in a non-coercive manner

Physical Demands:

Frequent standing; stooping; bending; kneeling; pushing and pulling; ability to lift and carry 50lb.

The foregoing statements describe the general purpose and responsibilities assigned to this job, and are not an exhaustive list of all responsibilities, duties and skills that may be required.
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