
TITLE:  COMPUTER AIDE
QUALIFICATIONS
1. High school diploma or GED
2. Two years of work experience including computer operations, data processing, or microcomputers or relevant college education

3. Working knowledge of the capabilities of the computer equipment and software packages utilized by the district
4. Ability to understand diverse software manuals and their applicability to the curriculum
5. Ability to work with children
6. Demonstrated ability to assist with instructional activities

7. Knowledge of subjects matter and ability to instruct students at the direction of the teacher

8. Ability to maintain a positive learning environment

9. Works well with students, staff, and the public

10. Excellent organizational skills

11. Excellent interpersonal and communication skills

12. Able to work under pressure and deadlines

13. Maintain confidentiality of staff and students
PRIMARY RESPONSIBILITY TO
Building Principal
JOB SUMMARY

Demonstrate and provide direction in the usage of computer hardware and software to teachers and students.
MAJOR DUTIES AND RESPONSIBILITIES

Teacher-Related Functions

1. Work closely with teachers to identify areas where computer assisted instruction can be incorporated into their curriculum 
2. Aid teachers in the use of computers and computer software packages 
3. Provide technical and software support for teachers conducting classes in computer labs 
4. Schedule computer lab time per teachers’ instructions for individuals and groups of students for remedial and enrichment activities 
5. Respond to students’ questions and requests for assistance
6. Observe students’ work and study habits  

7. Observe and record students’ time on task when needed 
8. Help students master equipment or instructional materials assigned by teacher 
9. Encourage students to strive to meet their highest potential
10. Advise teachers regularly regarding new software acquisitions and possible applications to curriculum 
11. Confer with teachers in the selection of software appropriate to students’ learning tasks and level of ability 
12. May edit new and existing software packages to adapt them to teachers' individual curriculum needs 
13. May report student's progress in the computer lab activities to appropriate teachers 
14. Provide immediate feedback on student performance 
Student-Related Functions
1. Assist the teacher in devising special strategies for reinforcing material or skills based on an understanding of individual students, their needs, interests, and abilities 

2. Demonstrate to students, individually and in groups, the use of computer and software packages 
3. Enter and delete student network accounts 
4. Supervise lab computer use 
5. Maintain records of student activities relating to usage of software 
6. Work with students in the production of computer generated reports and graphics projects 
7. Run enrichment sections under the planning and supervision of certified teachers 
8. Operate and care for equipment used in the classroom for instructional purposes 

9. Take all necessary and reasonable precautions to protect students, equipment, materials, and facilities
Other
1. Order and maintain supplies 
2. Install and configure desktop software 
3. Operate printer and manage print queues 
4. Troubleshoot equipment problems not requiring a trained technician 
5. Help maintain a catalog of available instructional software and work cooperatively with the media specialist to provide access to appropriate software for teacher and student use 

6. May install and maintain the equipment utilized in the computer network 
7. Attend faculty meetings as required 

8. Keep immediate supervisor informed of activities and any issues that may arise
9. Assume responsibility for his or her continuing professional growth and development through such efforts as reading professional journals and other publications 
10. Seek assistance should emergencies arise
11. Represent the school district in a positive manner

12. Know and follow school district policy and chain of command
13. Perform other duties as assigned 
EVALUATION
Performance of this position will be evaluated annually by the building principal in conformance with any applicable federal and state law, administrative rules, and Board policy.
TERMS OF EMPLOYMENT
This position shall be considered in all respects “employment at will”.  The “employment period” and other descriptions and terms set forth in this job description shall not create a property right for the employee.  These are set forth only to advise the employee of when and what type of services will be required by the district so long as the employment continues.

NOTE
All certificated and non-certificated employees and other individuals are required to undergo a criminal history check and submit to fingerprinting.  Any applicant convicted of any of the felony crimes enumerated in Section 33-1208, Idaho Code may not be hired, and any applicant convicted of any felony offense listed in Section 33-1208(2), Idaho Code shall not be hired.

Legal Reference:
I.C. § 33-513

Professional Personnel 



I.C. § 33-1210

Information on Past Job Performance
These model job descriptions are authorized solely for the use of ISBA members who subscribe to ISBA Policy Services. They are not intended for, nor authorized for, any other purpose or use. Such materials shall not be copied, distributed, or otherwise used by any agent, employee, individual, or organization except as necessary for official District/Charter business by authorized ISBA Policy Services subscribers. Any personal, private, proprietary, or non-subscribed use is strictly prohibited.

© Idaho School Boards Association

PAGE  
COMPUTER AIDE
3

