
                                                                                                  

         
 

 

JOB DESCRIPTION 

 

JOB TITLE:    Technology Coordinator 

 

DEPARTMENT:  Technology 

 

GENERAL DUTIES:  The Technology Coordinator serves as the primary AV and computer support person 

on the Technology Team. This person is the first line of support for AV needs and computers used by 

students, faculty, and staff. The overall responsibility of this position is to do everything necessary to 

keep all constituencies as productive as possible. 

 

REPORTS TO:  The Director of Technology 

 

SPECIFIC DUTIES: 

 

Technology: 

 Provide AV support by setting up, operating, and maintaining equipment used for live events at 
Ursuline Academy. Equipment may include but not limited to: 

 Microphones 
 Sound speakers 
 Video/projection screens 
 Recording equipment 
 Sound & mixing boards 

 Provide technical support for computers and all peripherals owned by students and Ursuline 
Academy to include but not limited to laptops, desktops, and printers.  

 Install/update software 
 Troubleshoot and resolve hardware/software issues 
 Install new/replacement hardware 
 Interface with vendors for hardware repairs  

 Ensure internal customer satisfaction and productivity 
 Respond promptly to staff and student requests for assistance 
 Answer questions 
 Provide loaners when necessary 

 Work with the Director of Technology to establish hardware and software standards for the 
Academy  

 Assist with the summer laptop camps 

 Assist with/or provide training in internet safety and use of selected software 
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Work Ethics: 

 Maintain confidentiality at all times regarding the Ursuline community 

 Attend all required meetings and be willing to perform all other duties as assigned (must have 
flexible availability to meet needs of Ursuline Academy’s events schedule) 

 Contribute by personal example to an atmosphere of faith commitment in a manner consistent 
with Catholic values and our founder St. Angela Merici 

 Respect, cooperate, and maintain a positive attitude with colleagues (faculty and staff), 
students, parents, and alumnae and exemplify the core values 

 

 

EDUCATION:    BA or BS degree or the equivalent 

       

 

EXPERIENCE:        Minimum of two years’ experience supporting hardware and software in a help desk 

administrator role or equivalent 

 

 

COMPETENCIES NEEDED:     

A strong interpersonal, communication, and management skills are required to interact with educators, 

students, colleagues, and staff. The ability to work effectively with parents, faculty, and staff on various 

academy software and hardware issues is required. Organizational proficiency to direct operations of 

the technology department and manage interaction with academy’s technology service providers is 

required. The employee is required to periodically upgrade skills to meet changing job conditions. Any 

certifications are a plus. 

 

PHYSICAL DEMANDS: 

The position requires frequent walking, standing, bending, talking, and lifting of up to 25 pounds as a 

regular part of the job. Specific vision ability required including close, distance, peripheral vision, and 

ability to adjust focus. Reasonable accommodations may be made to enable individuals with disabilities 

to perform the essential functions. 

 

WORK ENVIRONMENT: 

The noise level in the work environment is moderate. The employee may be exposed to possible 

extreme weather conditions, and infectious diseases. While performing the duties of this job the 

employee will occasionally be exposed to weather conditions of extreme cold and or extreme heat. 

  

Employee Name:  ____________________________ 

 

Employee Signature:  ____________________________ 

 

Date:    ____________________________ 


