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BRINNON SCHOOL DISTRICT #46 

Job Description 

 

Technology Coordinator 
 

Function: 

To facilitate all aspects of the District’s technology program, to support students and staff in technology-

related areas, and to troubleshoot, repair, maintain and upgrade computers and peripherals. 

 

Relationship: 

Reports to the Superintendent, working in collaboration with OSPI, Olympic Educational Service District 

(OESD), and the District Library/Media Specialist. 

 

Qualifications: 

1. High school diploma or equivalent. 

2. Previous experience working with computers. 

3. Knowledge of computer software to be used, including word processing skills. 

4. Ability to operate equipment necessary to produce instructional materials. 

5. Ability to work within assigned guidelines with minimal supervision. 

6. Ability to be flexible to meet needs of overall school operations. 

7. Ability to identify hardware and software problems and troubleshoot. 

8. Organizational skills. 

9. Ability to maintain confidentiality. 

10. Ability to work effectively under pressure and stress. 

 

Essential Duties and Responsibilities: 

1. Troubleshoot, maintain, upgrade, and configure desktop/laptop computers, iPads, peripherals and 

emerging technology, as acquired. 

2. Support online administrative software, such as SchoolWires and Skyward. 

3. Install and upgrade software. 

4. Collaborate with/assist OESD, as necessary, on: 

 maintaining and upgrading the building network infrastructure 

 maintaining IP addresses at the building level 

5. Maintain inventory of all computer-related materials and equipment. 

6. When necessary, support building/staff in developing and/or troubleshooting web sites. 

7. Manage the day-to-day operations of the computer lab (in partnership with the Library/Media 

Specialist). 

8. Assist staff with integrating technology into the classroom curricula and EALRS. 

9. Assist students and staff in learning computer hardware and software skills. 

10. Maintain and update the technology based security system 

11. Coordinate assessment of district needs; maintain/update the three-year Technology Plan for School 

Board approval and submission to OSPI.  

12. Attend District staff meetings and related inservice training sessions, as required. 

 

Marginal Duties and Responsibilities: 
Other related duties as assigned. 
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Evaluation: 
Performance of this job will be evaluated in accordance with provisions of board policy. 


