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Public Computer Labs Coordinator
Updated:  02/22/2002
FLSA:  Exempt
                                                                                                   Dept or Office: Center for Teaching, Learning and Technology
Summary Description

This position is responsible for maintaining all aspects of the university’s multiple public computer labs.  This responsibility includes staffing, budget management, networking, computer purchasing and maintenance, software purchasing and licensing, and diagnosis/maintenance of lab equipment.  

Responsibilities & Duties
· Hire, supervise, schedule and train lab workers for all computer labs. 

· Assure that all lab hardware including computers as well as peripherals such as scanners, zip drives, and printers is functioning properly. 

· Schedule and perform equipment upgrades to lab computers and peripherals. 

· Coordinate with faculty to insure that appropriate software is loaded on lab machines. 

· Assure that access to lab machines does not compromise security of campus networks or the machines themselves. 

· Maintain accurate inventory records. 

· Provide backup desktop support for lab workers. 

· Manage budgets for the labs. 

· Maintain lab utilization reports. 

· Manage software licenses, upgrade costs and procedures for lab software. 

· Work with faculty to assure software is loaded on lab machines as appropriate. 

· Create and oversee maintenance of student Web site. 

· Assure that operating supplies are available when needed in the labs. 

· Serve as technical resource for campus units installing general access workstations/units (eg Library, Curris Center, Winslow, Ordway).

· Establish and maintain good working relationships with campus networking, microcomputer support, the Help desk and other campus units as necessary to resolve hardware, software and networking problems. 

· Maintain security of keys for labs and computer storage areas. 

Requirements – Education and experience






Note:  The statements herein are intended to describe the general nature and level of work being performed by employees, and are not to be construed as an exhaustive list of responsibilities, duties, and skills required of personnel so classified.  Furthermore, they do not establish a contract for employment and are subject to change at the discretion of the employer.
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