
JOB DESCRIPTION

POSITION TITLE

Technology Services Coordinator



REPORTS TO:

Associate Dean and Director, Academic Support Center (ASC)
PRIMARY FUNCTION: 
Responsible for coordination of the college’s assistive and adaptive technology systems for students with disabilities. This position is also responsible for coordinating technology support within the ASC. Serves as ASC liaison with Information and Instructional Technologies (IIT) Department.
AREAS OF RESPONSIBILITY:


1. 
Works in partnership with ASC’s disabilities services specialists to deliver recommended accommodations for students with documented disabilities. Will research, identify and manage industry best practices in providing accommodations. 
2. Will train and support students in the use of appropriate assistive technologies.   
3.  Partner with IIT to ensure that assistive technology solutions comply with software and hardware requirements, storage and license management procedures.

4. Order and track assistive technology software and hardware solutions through established IIT procurement, distribution and storage policies and procedures. 
5.
Prepare, deliver and archive documentation and manuals to be used by students. 
6.
Coordinate, implement and maintain the ASC’s data, equipment, information and scheduling/tracking needs in collaboration with ASC and IIT staffs. 

7.
Select, train and manage ASC student reception staff. 

8. Develop and maintain the ASC web pages in accordance with the Web Content Accessibility Guidelines (WCAG) 2.0 or current guidelines.
SUPERVISORY RESPONSIBILITIES: 
Will hire, train and supervise ASC student desk staff. Supervise any student workers who may provide help with assistive technologies.  
CONTACTS:
Interacts with students, staff and faculty on a daily basis. This position also interacts with deans, department/office heads, external vendors and other constituencies as needed
EDUCATION: 
Essential:
Bachelor’s degree

Desirable:
Advanced degree or certificate in related field
EXPERIENCE:
Essential:
Two or more years of successful experience in academic computing support. Training and instruction experience with a focus on customer support. 


Desirable:
At least one year in a supervisory role in a similar setting. Experience in higher education, preferably with a liberal arts college. Experience with or familiarity with special needs of the students being served by this office.
KNOWLEDGE, SKILLS, ABILITIES:

The ideal candidate will be committed, creative, articulate and engaged in adaptive technologies. An individual who is self-directed but team-oriented with high energy, professionalism and a sense of humor. Must have ability to train and interact with individuals and groups with varying experience and skill levels in computing. Must be flexible to handle unexpected situations and possess exceptional organizational skills with attention to detail. Ability to facilitate a vision and to manage projects from the start through to completion will be very valuable. Must have expertise with assistive technology solutions (Kurzweil, Dragon, Inspiration!, JAWS, Braille systems, LiveScribe), Profiency with Mac OS, Windows and the MS Office suite of applications, and an understanding of and experience with mobile technologies. 
PHYSICAL DEMANDS:
None 

WORKING ENVIRONMENT:
Normal office setting 
WORK SCHEDULE

FTE:
.83

TERM/SCHEDULE:

To be determined.
APPROVAL:                                                
Rosalyn Eaton-Neeb
DATE:




12/23/09
