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WICAP JOB DESCRIPTION

TITLE:  Computer Operations Advisor

PROGRAM:  Head Start Prenatal to 5

RESPONSIBLE TO:  Information Systems Director

POSITION SUMMARY:  Performs all job responsibilities in a safe manner.  Plan, coordinate, and provide training and technical assistance in various computer applications to staff, volunteers and community education sites.  Ensure that staff, parents and volunteers receive instruction and training in agency-approved applications.  Install, repair, and maintain network infrastructure.  Be a coach and team player. 

PHYSICAL/MENTAL ABILITIES AND PROCESSES:

· Ability to utilize agency resources and technology to appropriately answer questions and provide technical support to staff.  

· Ability to work in a professional manner both independently and in a team environment.  

· Sustained concentration and attention to detail and accuracy, along with ability to prioritize a complex workload. 

· Ability to adapt and keep current to changing environments and new technologies.

· Occasional lifting and carrying in excess of 50 lbs. at a time.

· Frequent driving for site visits in order to maintain computer systems, provide technical assistance, training and trouble shoot systems and networks, sometimes in outlying areas.

· Strong computer literacy, keyboard skills (Frequent use of Windows Microsoft Office, database and spreadsheets, Internet and e-mail).

· The ability to regularly bend, stoop, kneel, reach, and crawl in order to work behind and under equipment.  

· Frequent sitting for long periods using computer keyboard other office machines.

· High level of accuracy and attention to detail.
QUALIFICATIONS:  

1. Experience maintaining Windows based Local Area Network(s). (LAN)

2. Two years experience in providing support to Windows users.

3. Working knowledge of Microsoft Office applications.

4. Experience in planning, organizing, and providing training and technical assistance to individuals, and groups of various sizes.

5. Experience in managing budgets, contracts, and warranties.

6. Experience in purchasing hardware and software following procurement procedures.

7. Experience in maintaining detailed records.

8. Current Driver’s License and access to a privately owned vehicle with liability insurance for use in completing work responsibilities as needed.

9. Strong working knowledge of modern office communications systems: E-mail, voice mail, IBM compatible computer system, and the ability to operate various office equipment:  Computers, fax, photocopy, etc.

10. Good verbal and written communications skills.

11. Adult and Pediatric CPR and First Aid Certifications strongly encouraged.

12. Bilingual desirable.

13. No prior convictions of child abuse/neglect, Criminal History Background Clearance.

14. Physical and TB test upon hire.

· Documented on-the-job WICAP education and/or experience may be used as an equivalent to some of the experience qualifications.
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EMPLOYMENT CONDITIONAL UPON RESULTS OF THE FOLLOWING:

· Criminal History Clearance.
· Successful Drug and Alcohol Screening
· Successful Physical Capacities Examination and TB test results.
RESPONSIBILITIES:
1. Ensure safety is a priority in performing all job responsibilities. Ensure adherence  to the safety policy.

2. Ensure that agency network systems are maintained.  Troubleshoot and repair hardware and software problems and perform necessary upgrades.

3. Provide support and training to staff, parents, and volunteers.

4. Establish a routing system for the timely data entry of all program information.

5. Maintain integrity of Information System(s).   Assure the timely entry and update of database records.   Provide training and support to staff regarding various aspects of the agency approved programs.

6. Maintain computer operations reference manual.

7. Be available for advice and counsel to staff, parents, volunteers and community sites.

8. Maintain e-mail system and Internet accesses.

9. Assure integration of all content areas.

10. Provide on-going support and feedback to staff, building morale and acting as a resource person.

11. Assure that a positive image of WICAP is portrayed at all times.

12. Follow step-by-step activities as outlined in content area plans and policies and procedures.

13. Maintain and update Valid Driver’s License and liability insurance information.

14. Perform other relevant responsibilities as required by the program.

15. Model the Respectful Workplace Policy when interacting with WICAP customers, community members and fellow staff.

16. Participate in professional development, sometimes off-site, at the request and support of supervisor.
17. Must be responsible, and able to handle confidential material, organize effectively, and work independently.

HOURS:





SALARY RANGE:
40 hours per week, 46-48 weeks per year

$12.25- $17.36 per hour

May include nights and weekends




ENTRY SALARY:








New Employees start at the entry-level salary








Additional compensation for qualifying Degrees

HEAD START MISSION STATEMENT:

We will enhance the lives of families, staff, and the community by working together to provide an environment for learning and growing, thus promoting opportunities to meet life’s changes!  

Policy Council Approval   04/20/2010


  Board Of Directors Approval   04/22/2010 


