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HUMAN RESOURCES / EMPLOYEE CLASSIFICATION

POSITION CLASSIFICATION - 9609
July 1997
POSITION TITLE:
Computer Systems Administrator

REPORTS TO:
Coordinators, Supervisors, Principals or the Executive Director, Department of Educational Technology (DET)

Objective: To develop, design, maintain and organize a designated, individual computer system or operation.  To provide for computer systems implementation, back-up, recovery and documentation, including development of standards, procedures, training and user consultation.  

Essential Functions:

1.
Develops, designs, maintains and organizes a designated, individual computer systems or operation.  Provides for computer systems implementation, back-up, recovery and documentation, including development of standards, procedures, training and user consultation.

2.
Plans and coordinates the administrative components to the DPS Internet Home Page, as directed.

3.
Provides technical support to the DPS Internet Task Force and the Internet Project.  Performs as the initial point of contact for resolution of technical difficulties.

4.
Develops, as directed, technological skills directly related to classroom instruction that utilizes the DPSNet/Internet.  Develops and maintains effective working relationships with Technical Contact persons and appropriate committees in school for the receipt and delivery of information and to resolve technical difficulties.

5.
Plans and conducts workshops designed to teach district staff, instructors and facilitators to use a variety of technologies, including DPSnet and the Internet; and to motivate, inform and enhance the technological awareness of staff.

6.
Plans and implements staff development activities for the District’s Technology Academy.

7.
Develops and maintains a state-of-the-art knowledge of promising new technologies and strategies for which these technologies can be used to enhance instruction.

8.
Researches, accesses, interprets, produces and manages educational data and information.

9.
Maintains data and ensures for the accuracy of Public Information Office Internet.

10.
Promotes and develops effective and diplomatic working relationships with business and community contacts to establish partnerships utilizing the District’s application of the Internet.
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11.
Maintains both the integrity and confidentiality of all data, research and analysis, as directed.

12.
Takes initiative to investigate and recommend the piloting of new technologies.  Produces original recommendations, which include the purchase of new technology, to supplement the scope and sequence of curriculum and technology standards adopted by the District.  Write grants, as required or requested, in support of original recommendations.

13. Performs other related duties, including special projects, as required or requested.

Education/Experience: Bachelor’s Degree with an emphasis in computer science, with a Master’s Degree preferred.  Five (5) or more years of related experience is required.  A demonstrated experience instructing, providing technical direction and guidance, and communicating state-of-the-art technology, including: a demonstrated functional knowledge of the Internet, Colorado Education On-line and related technologies; demonstrated experience conducting presentations, workshops (in services), seminars and a demonstrated current knowledge of a variety of computer hardware, software, operating systems and emerging technologies, with an emphasis on internet based software and hardware.

Licensure: None required.

Performance: Demonstrated experience performing in compliance with established human resource and departmental policies regarding: attendance (absences, tardiness, sick leave and vacation use, and other scheduled or unscheduled absences); dress code; customer/member services; safety; security, disaster and other policies procedures and practices.  Demonstrated effective and diplomatic oral and written communication. 

Physical/Environmental Characteristics: Essential duties are routinely performed in a variety of locations, including: general office, classroom, media centers, community center and related work environments. Travel is required.  Essential duties regularly require sitting at a work station/desk plus movement while completing paperwork or using computers, printers, scanners, digital and video cameras, televisions, calculators, copiers, fax machines and other business office machines and equipment.  Essential duties may involve: occasional kneeling, squatting, crouching, stooping, crawling, standing, bending, climbing, and lifting to stack, store or retrieve supplies or various computer and office equipment, as directed.  Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required. 

