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POSITION TITLE: 
COORDINATOR OF TECHNOLOGY AND EMIS
QUALIFICATIONS:       1.
Bachelor's Degree or equivalent

2. Advanced coursework and demonstrated experience in instructional technology
3. Experience supervising a technical support team/operations
REPORTS TO:
Executive Director of Management Information Systems

SUPERVISES:
Network Administrator

System/Database Administrator


EMIS Data Manager


Help Desk Technician

Computer Technology Technicians

Secretary
RESPONSIBILITIES:
General Duties:


1.
Coordinate South-Western City Schools technology planning
2. Supervise the district technology support team
3. Administer district EMIS reporting (including federal Office of Civil Rights (OCR) reporting)
4. Assist with curricular infusion of technology
5. Perform other duties relative to the position as may be assigned by the Executive Director of Management Information Systems

Technology Planning:
1. Assists building representatives in devising techniques to evaluate building-level technology planning.  Assumes major responsibility for district-wide technology planning/evaluation.
2. Assists with the implementation of modern technologies into offices and support personnel areas such as district service center, guidance, secretarial, attendance, and library

3. Prepares and administers the educational technology budget
4. Establishes district technology standards
5. Advises and approves all district technology purchases
6. Assists with future planning for district-wide technology
EMIS Reporting:
 
1.
Maintains awareness of changes in EMIS reporting requirements passed down from ODE
2. Directs the work of the district EMIS Data Manager in performing the daily functions of collecting, submitting, sharing reports, cleaning up, etc. district data via the EMIS system

Communications and In-Services:

1.
Serves as chairperson of the District Technology Committee

2. Serves as chairperson of the Network Team which plans future technology direction

3. Reviews and distributes relevant technology related literature (including articles and information on conferences)

4. Meets with building technology coordinators (BTC’s)
5. Meets with computer support technicians
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