
NON-IBN ADDENDA JOB DESCRIPTION 

TITLE/POSITION 

SUPERVISOR 

EVALUATION 

TERMS OF ADDENDA 

QUALIFICATIONS 

**Your employment is "at will" and may be terminated by the District, or by you, with or without cause. Termination shall become effective upon Board action. No legitimate expectation of
continued employment is created by this notice of appointment, understandings with the District or its agents, interpretations of Board policies, salary/compensation schedules, job descriptions or
documents generated by the District.

CERTIFICATION REQUIREMENTS

ADDITIONAL REQUIREMENTS

ADDENDA TYPE Flat Rate        
Per Diem
Formula

DUE DATE:
COMPLETION DATE:

ITEMS REQUIRED 
AT THE START OF 
PROGRAM

____________________________________________________________________________________________________________________________________________________________

NOTES:

DUE DATE:
COMPLETION DATE:

ITEMS  REQUIRED 
AFTER THE START 
OF PROGRAM

DUE DATE: COMPLETION DATE:

ITEMS  REQUIRED 
AT COMPLETION OF 
PROGRAM

_____________________________________________________________________________________________________________________________________________________________

EMPLOYEE SIGNATURE:_______________________________________________________

EMPLOYEE SIGNATURE:_______________________________________________________

EMPLOYEE SIGNATURE:_______________________________________________________

SE
LE

CT
 O

NE

_____________________________________________________________________________________________________________________________________________________________ 

COMPLETION OF ADDENDA             SUPERVISOR SIGNATURE ______________________________________________________  DATE ___________________________________

_____________________________________________________________________________________________________________________________________________________________

Addenda/Extra Duty employment is term specific with no right of continuation. Remuneration is per the Board approved schedule. The 
administrator has the right to recommend a pro-rated addenda/extra-duty stipend based on completion of responsibilities.  Should you be unable 
to fullfill your contractual obligation, the amount will be pro-rated upon actual days completed.

@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@�


	Title: Technology Coordinator
	Supervisor: Principal or Administrative Designee 
	Evaluation: Addenda Review by School Administration 
	Certification: Must be appropriately certified
	Additional: 
	Qualificatoins: 1. Background with technology use within the educational setting 2. Strong ability of working with iPads, Chromebooks, and Laptop/Desktops        3. Solid understanding of educational programs and software. 4. Through knowledge and ability to troubleshoot technology issues that arise on campus relating to devises and/or district programs. 5. Ability to train and support staff on technology and programs
	Flat: Yes
	Per Diem: Off
	Formula: Off
	Notes: This will be a flat rate of $1000/year
	Start 1: 1. Inventory all technology on campus 
	Start 2: 2. Submit help desks tickets for repairs, etc.
	Start 3: 3. Create technology calendar for teacher check out
	Start 4: 4. Submit items needed for technology to accounting clerk and principal for approval
	Start 5: 5. Create documentation system for all technology checked out for use
	Start 6: 6. Identify needed professional development on new programs and devices
	Start 7: 
	Start 8: 
	Start 9: 
	Start 10: 
	Start 11: 
	Start 12: 
	Start 13: 
	Start 14: 
	Start Due: 
	Start Complete: 
	After Due: 
	After Complete: 
	After 1: 1. Provide open lab trainings and professional development for programs or technology
	After 2: 2. Systematically check all technology on campus
	After 3: 3. Monitor technology misuse and damage on spreadsheet
	After 4: 4. Track all technology help desk tickets
	After 5: 5. Oversee check out of computer labs, Ipad carts, and Chromebook carts
	After 6: 6. Work with administration to increase use of technology available to campus 
	After 7: 7. Update technology as needed throughout year including state testing
	After 8: 
	After 9: 
	After 10: 
	After 11: 
	After 12: 
	After 13: 
	After 14: 
	Revision Date: 
	Done Due: 
	Done Complete: 
	Done 1: 1. Oversee teacher technology end of year check in/out
	Done 2: 2. Work with administration to develop goals for next school year
	Done 3: 3. Finalize all technology data collected throughout the year
	Done 4: 4. Inventory all technology and submit tickets for repair
	Done 5: 5. Submit technology accountability list to IS&T, administration and acct clerk
	Done 6: 
	Done 7: 
	Done 8: 
	Done 9: 
	Done 10: 
	Done 11: 
	Done 12: 
	Done 13: 
	Done 14: 


