ANTELOPE VALLEY UNION HIGH SCHOOL DISTRICT 

44811 SIERRA HIGHWAY, LANCASTER CA 95334
POSITION:  Computer Lab Assistant (DO) 

This position may be assigned to more than one site.

CLASS DEFINITION:   Under general supervision, facilitate instructional-related activities, facilitate the operation, organization, inventory of computers and software, and assist in the physical development and establishment of procedures for computer lab use.

EXAMPLES OF DUTIES:  Work directly with pupils to guide them in computer use. Diagnose and identify minor hardware and software problems .Perform routine maintenance, including but not limited to, replacing floppy drives, CD-Roms, Hard Drives, and Video Cards. Install  new software as required (in compliance with copyright laws). Connect 
computer system peripherals, including monitor, external disk drives, printers, scanners, cameras, etc.  Update antivirus definitions on a regular  schedule. Format, and prepare data disks. Maintain accurate inventory of  all equipment and software used in the lab. Compile a list of procedures for the safe and efficient use of the equipment. Assist in setting guidelines for appropriate behavior and activities in the lab. Coordinate training needs for staff and students using new hardware or software. Organize and store disks to be available for future use. Make copies of disks when needed for lab use in compliance with copyright laws. Maintain an accurate inventory of all diskettes used in the lab. Assist students in the proper operation of equipment and programs. Prepare and make copies of handouts for guidance of those using the lab and its equipment. Inform users of  district and site rules regarding use of Internet and computer usage. Assist in maintaining a neat, orderly and safe learning environment. Responsible to perform other related duties as assigned. 

DESIRABLE QUALIFICATIONS:

Experience: One year of experience installing and maintaining personal computers, comprehensive knowledge of computer hardware, software and peripheral equipment.  Experience communicating verbally and in writing effectively with staff and students. 

Education: Completion of the twelfth grade.  Additional specialized training in computer science, instruction, child development, or a related field is desirable

Knowledge of: Use and operation of educational computer systems, equipment and software is desirable. General purposes, and goals of public education.  Basic arithmetic principles.  Routine record keeping principles and practices.  English usage, spelling, grammar and punctuation.

Ability to: Ability to operate a computer and recognize and troubleshoot minor problems with the computer’s operation.  Work effectively with students.  Assist students in the operation of the computer and programs.  Maintain routine records.  Learn and utilize methods and procedures to be followed in instructional settings.  Make simple arithmetical calculations.  Assist in the supervision of students while in the computer laboratory.  Understand and follow oral and written instructions.  Communicate effectively, both orally and in writing.  Establish and maintain cooperative-working relationships with those contacted in the course of work.

PHYSICAL ABILITIES:Visual ability to read handwritten or typed documents, instructions, the display screen of various equipment and machines, and blueprints and schematics. Able to conduct verbal conversation. Able to hear normal range verbal conversation (approximately 60 decibels). Able to sit, stand, stoop, kneel, bend, and walk. Able to climb slopes, stairs, steps and ladders. Able to push and/or pull a variety of tools, equipment and objects weighing up to 40 pounds. Able to lift up to 40 pounds frequently, and 50 pounds occasionally. Able to carry up to 40 pounds frequently, and 50 pounds occasionally. Able to sustain strenuous manual labor for 8 hours. Able to exhibit full range of motion for shoulder external rotation and internal rotation. Able to exhibit full range of motion for shoulder abduction and adduction. Able to exhibit full range of motion for elbow flexion and extension. Able to exhibit full range of motion for shoulder extension and flexion. Able to exhibit full range of motion for back lateral flexion. Able to exhibit full range of motion for hip flexion and extension. Able to exhibit full range of motion for knee flexion. Able to work at various elevated heights on ladders, scaffolding, rigging and roofs in a safe and effective manner. Able to work in restricted spaces in a safe and effective manner. Able to work with a variety of chemical agents in a safe and effective manner without allergic reaction. Able to demonstrate manual dexterity necessary to perform fine maintenance procedures and operate both manual and power hand tools in a safe and effective manner. Able to operate a variety of powered industrial vehicles, equipment, and tools associated with building repair, maintenance, preventative maintenance and construction in a safe and effective manner. Able to operate a variety of maintenance motor vehicles in a safe and effective manner.

SUPERVISION OVER:
None

SUPERVISION FROM:
 Administrative supervisor

OVER FOR SALARY AND APPLICATION INFORMATION

HOURS AND MONTHS:  8 hours per day, 10 months per year

SALARY:  Range 31, Step 01, ($2164.00 per month)

REGISTRATION AND TESTING INFORMATION:    All qualified applicants interested in this position must register for testing at the Personnel Services Office at the above address.  You must register to take the CODESP Computer Lab Assistant Exam by the closing date listed on this announcement.  Late registrations will not be accepted.  THIS IS A NEW EXAM.  ALL CANDIDATES MUST TAKE THIS EXAM. The Computer Lab Assistant Exam will be held October 13, 1999, at 3:00 p.m. at the Antelope Valley High School Cafeteria Lancaster, CA.  Candidates may be contacted for further interview/testing,  and at that time will be required to fill out a complete District Classified employment application.  Be advised that any falsification and/or omission of information may be sufficient cause for immediate termination.  This would include failure to report any crime conviction.

If you require a special accommodation per the American with Disabilities Act in order to take this exam, please contact the Personnel Services Office immediately at (661) 948-7655.

The Antelope Valley Union High School District is committed to offering an employment and educational environment free from discrimination with respect to sex, race, color, religion, national original, ethnic group, age, marital status, physical or mental disability or any other unlawful consideration. 

EQUAL OPPORTUNITY EMPLOYER, David J. Vierra, Assistant Superintendent, Personnel Services
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