South Burlington School District

Position Description

	Position Title:   Information Technology Coordinator

Department:    District
Reports To:     Director of Instruction and Curriculum


Position Summary: Under the direction of the Curriculum Director, the Information Technology Educator leads curriculum, instruction and technology integration efforts/activities, facilitates access to and utilization of information and technology resources; including computer, library, media, video, and telecommunications throughout the District.  The ITE will serve as a consultant/staff development trainer to students, teachers, principals and other staff to develop and broaden skills, knowledge and experience in the area of information technology.

Essential Duties and Responsibilities: (Other duties may be assigned)

1. Facilitates technology integration in teaching and learning.

a. Assists in the development of and conducts training programs for staff and students in the utilization of information technology.

b. Spends more than 50% of his/her time in staff training and professional development of which a significant portion is in the area of curriculum/teaching integration.

c. Serves as a liaison to the District Network Services Department

d. Provides on-site technical services to support curriculum and instruction.

e. Serves as technical consultant to teachers, principals and curriculum coordinator.

f. Serves as a resource for use of technology in a variety of instructional settings using different strategies.

g. Coordinates with District Network Services the configuration of hardware, software, network and professional development services to make effective use of technology.

h. Facilitates the acquisition of information and research skills among staff and students.

i. Serves as liaison and models curriculum integration strategies.

j. Attends professional meetings and conferences related to subject matter, information technology and curriculum integration.

k. Remains current on career related subject matter.

l. Performs other duties as assigned.


2. Leads and facilitates collaboratively

a. Assists in the development of school-level information technology plans

b. Coordinates and presents media/technology/curriculum integration related professional development activities (at least 50% of job time/function).

c. Reads professional literature and other sources to maintain a high level of expertise in new information/technologies.

d. Identifies and provides opportunities for schools to serve as a learning and technology-rich organizations.

e. Teams with teachers to support curriculum and student achievement.

f. Analyzes and solves problems effectively and collaborates with other educators to resolve concerns related to information technology competencies.

g. Collaborates with appropriate stakeholders to solve problems effectively.

h. Collaborates with appropriate staff to provide consultation for and to write competitive grant applications to secure funding for school and district resources; technology and materials.

3.
Organizes complex tasks and processes

a. Collaborates with staff and community to develop activities for curriculum/instruction/technology integration and school improvement.

b. Assists schools with the development of systems for: inventory, repair records, equipment locations, software resource catalog, maintenance and replacement/upgrade of technology, library and media resources.

4.
Communicates with Stakeholders

a. Assists teachers to overcome technology problems and promotes curricular integration of technology into daily classroom activities.

b. Works with users in implementing and monitoring district policies, procedures and security controls.

c. Communicates with school principals to facilitate implementation of information technology initiatives and related school improvement goals.

d. Communicates information technology highlights to school communities.

e. Communicates school-based, district technology, media, and instructional staff development activities.

f. Assists with the purchase of resources for the implementation and improvement of technology services.

g. Provides basic technical assistance and support to educators.

5.
Organizational Relationship:

a.  Coordinates district information technology budget, committee, district resources and staff development.

Supervisory Responsibilities: The ability to work in a collaborative team environment is essential to the employee's successful job performance. Is responsible for the overall direction, coordination and evaluation of all contracted services.

Qualification Requirements: To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and/or Experience: Master’s Degree in Educational Media, Curriculum, Educational Technology or equivalent preferred.  Experience in classroom technology or related field preferred.
Certificates, Licenses, Registrations: Vermont State Teacher’s License or eligibility

Language Skills: Ability to read, analyze and interpret information from professional journals, legal documents, testing and assessment data.  Ability to respond to inquiries or complaints from students, parents, coworkers and community members.  Ability to present information effectively to administrators, public groups, community and School Board Directors.

Mathematical Skills: Ability to work with mathematical concepts such as probability and statistical inference.  Ability to apply concepts such as fractions, percentages, ratios and proportions to practical situations.

Reasoning Ability: Ability to define problems and solutions and to delegate appropriate responsibilities within the school staff.

Other Skills and Abilities: 
1. Demonstrates knowledge, competence and skills in all aspects of current and emerging information technology, including telecommunications access, educational software and hardware.

2. Demonstrates skill in district curriculum and the application of instructional strategies.

3. Demonstrates knowledge and competence in all aspects of coordinating/providing information technology services to faculty, staff and students.

4. Demonstrates ability to foster and manage change.

5. Exhibits high tolerance for ambiguity.

6. Demonstrates ability to actively promote growth of information technology competencies among all staff.

7. Demonstrates competence in coordinating, facilitating and presenting building level staff development that supports technology integration.

8. Demonstrates ability in organizational, human relations, oral and handwritten communications skills.

9. Demonstrates technical competencies in building-based hardware and software.

Physical Demands: 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 as defined by the District may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is frequently required to sit, walk, stand, talk or hear.  Specific vision abilities required by this job include close vision, distance vision.  The individual must meet deadlines, interact with others.  Occasionally the position requires the employee to work irregular or extended hours, direct responsibility for the safety, well-being or work output of other people and meet multiple demands from several sources.
Work Environment:  The work environment characteristic described here are representative of those an employee encounters while performing the essential functions of the job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions:  

The work is performed in a typical office and school environment.  The work is regularly active with mostly walking and standing with periods of sitting.  Typical position requires workers to lift and carry up to 50 pounds; climb stairs, ladders or scaffolding; bend and crouch; reach, hold, grasp and turn objects; use fingers to operate computer or typewriter keyboards; and feel the shape, size and temperate of objects.  The work requires the ability to speak normally, to use normal and or aided vision and hearing, and to detect odors.  The noise level of the work environment ranges from quiet to moderate.  The work is performed primarily indoors.

Terms of Employment: Length of contract year as established by the board.  Salary and other conditions of employment as established by the agreement between the South Burlington Administrators' Association and the South Burlington Board of School Directors.

Compensation:  As established by the School Board

Evaluation: Reports to and is evaluated by the Director of Instruction with input from the Principals.  Performance of the job will be evaluated in accordance with established district procedures.

Date:
8/98

Developed: D. Worth

Approved: B. Chattman

The information contained in this job description is for compliance with the American with Disabilities Act (A.D.A.) and is not an exhaustive list of the duties performed for this position.  Additional duties are performed by the individuals currently holding this position and additional duties may be assigned.

