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COMPUTER TECHNOLOGY COORDINATOR 

 

 

DISTINGUISHING FEATURES OF THE CLASS: This is a technical 

position which is responsible for coordinating the budgeting, 

ordering, reception and set up of computer related equipment in 

a school district. Maintains computer networks and their 

operating systems in user school districts. The incumbent of 

this position is also responsible for the staff training with 

respect to hardware, software, applications, network, Internet, 

etc. Work is performed under the general supervision of the 

Assistant Superintendent for Instruction, with considerable 

leeway for the exercise of independent judgment. Direct 

supervision is exercised over subordinate staff. Performs 

related work as required. 

 

TYPICAL WORK ACTIVITIES:  (Illustrative only) 

Coordinates the budgeting, ordering, reception and set up of 

computer and computer related equipment and cable 

connections, software, etc. 

Serves as school district coordinator and primary contact person 

with outside vendors for all computer technology projects 

and computer infrastructure plans and/or problems; 

Trains staff with respect to hardware, software applications, e-

mail, networking, and the Internet; 

Creates and maintains student data base; 

Creates school district calendars and other special forms or 

reports, i.e., report cards, etc. 

Maintains district-wide inventory of all hardware and software; 

Serves as lead person for grants, applications, administration, 

e-rate and special projects; 

Performs a variety of related activities as required. 
 

Typical Work Activities are intended only as illustrations of possible types of work that 

might be appropriately assigned to an incumbent of this title. Work activities that do not 

appear above are not excluded as appropriate work assignments, as long as they can be 

reasonably understood to be within the logical limits of the job. 

 

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL 

CHARACTERISTICS:   Good technical knowledge of the principles 

and operations involved in operating and maintaining computer 

equipment and software; good knowledge of various applications 

and related software required to maintain databases; good 

knowledge of e-mail, networking, the Internet and related 

computer skills; ability to work well with others; ability to 

communicate effectively both orally and in writing; initiative; 

patience; tact; sound judgment. 

 

 



COMPUTER TECHNOLOGY COORDINATOR   (cont’d) 

10/98; 1/09  Competitive Class 

 

MINIMUM QUALIFICATIONS:  Either 

a) Associates degree in Computer Technology, Computer Science or 
closely related field, and one (1) year computer networking or 

computer troubleshooting experience; or 

b) Graduation from high school or possession of a comparable 
diploma, and three (3) years computer networking in 

troubleshooting, or 

 

c) An equivalent combination of training and experience as 
indicated in a) and b) above. 

 

PLEASE NOTE: Education beyond the secondary level must be from 

an institution accredited or recognized by the Board of Regents 

of the New York State Department of Education as a post 

secondary, degree-granting institution.  

 

SPECIAL REQUIREMENT: 

Access to transportation may be required to complete possible 

field work assignments in a timely and efficient manner. 

 

 


