Franklin County School District		   Job Description



Job Title:    Educational Assistant - Computer Lab 

FLSA Exemption Status: Non-Exempt

Term: 180 days

Minimum Qualifications: 
1. Preferred - Associate Degree, or a minimum of 48 semester hours of college credit.
2. Not less than a high school diploma or general equivalency diploma (copy of diploma or transcript must be submitted upon employment), and demonstrable proficiency in reading and writing skills.
3. At least one (1) year of experience so that with appropriate training, service may be provided in the specific role for which employed; 
4. Knowledge of some computers and software; and 4. Meets health and physical requirements; and 
5. Meets health and physical requirements. 
Job Objectives/Goals:
To adequately maintain the computer lab in such a manner that students can achieve maximum benefit from the available software and associated services. 
Responsibilities and Essential Functions: 
1. Maintain a master schedule of availability/use of the computer lab.  Teachers must request, in advance, the date/time to use the lab and submit a copy of the lesson plan which must include the instructional objective.  The lab is to be used for instructional purposes only -- not games, random searching of the web, etc.; 
2. Maintain the provided hardware and software in such a manner that the provided equipment is operational.
3. Oversee the appropriate use of the computers; this includes the initial turning on the computers and printers, making sure that the equipment is operational prior to the use by a class; 
4. Perform regular, routine maintenance for provided lab equipment, as personal specialized, computer skills allow.  Request assistance from the system’s technicians as needed; 
5. Coordinate with the system’s technology coordinator as well as technicians;
6. Assist students, staff, and teachers using the lab.  The classroom teacher is responsible for teaching and monitoring students while in the computer lab.  The assistant is NOT responsible for students, classroom management -- but the effective, correct use of the provided equipment to enable all students to master the specific instructional objective; 
7. Maintain all software/required licenses, and supportive related materials in an organized, secure fashion in the lab; 
8. Ensure that the computer lab is locked and secure when not in use; 
9. Ensure that each student that uses the lab has the required Internet Acceptable Use Policy Form on file; and 
10. Seek opportunities to improve specific skills needed; and 
11. Perform other related duties as assigned by the principal. 
Skills and Abilities Required: 
Specific capacities and abilities may be required of an individual in order to adequately learn or perform a task or job duty. 
1. Intelligence: The ability to understand instructions and underlying principles. Ability to reason and make judgments. 
2. Verbal: Ability to understand meanings of words and the ideas associated with them. 
3. Numerical: Ability to perform arithmetic operations quickly and accurately. 12/14/2015 Job Description: Educational Assistant – Computer Lab  
4. Form Perception: To make visual comparisons and discrimination and see slight differences in shapes and shadings of figures and widths and lengths of lines. 
5. Motor Coordination: Ability to coordinate the eyes and hands or fingers rapidly and accurately in making precise movements with speed. 
6. Manual Dexterity: Ability to move hands easily and manipulate small objects with the fingers. 
7. Color Discrimination: The ability to perceive or recognize similarities or differences in colors or shades or other values of the same color. 
8. Data Perception: Ability to understand and interpret information presented in the form of graphs, charts, or tables. 
Physical Demands:
This job may require lifting of objects that exceed twenty-five (25) pounds, with frequent lifting and/or carrying of objects weighing up to ten (10) pounds. Other physical demands that may be required are as follows: 
1. Pushing and/or pulling 
2. Climbing 
3. Stooping and/or kneeling 
4. Reaching 
5. Talking
6. Hearing 
7. Seeing 
Reports To: Building Principal
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