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GODDARD USD 265 

CLASSIFIED JOB DESCRIPTION 

 

POSITION:    HS Computer Lab Paraprofessional 
 

RESPONSIBLE TO:   Building Principal 
 

EVALUATED BY:   Building Principal 
 

TERMS OF EMPLOYMENT: Classified employee 

      Hourly Rate of Pay 
 

PURPOSE OF POSITION: Provides support and coordinates student 

faculty use of computers; coordinates and 

supervises the student computer lab. 
 

ESSENTIAL DUTIES: 

1. Maintain software and equipment in computer labs and have them operational for 

hourly instruction.  

2. Supervise the student computer lab.  

3. Schedule computer rooms with classroom teachers. 

4. Supervise classes in cooperation with classroom teacher. 
 

OTHER JOB DUTIES (Others may be assigned): 

1. Maintains records (manual and / or computer) on supply items; costs, quantity 

(used and stored). 

2. Requisitions supplies as required to maintain adequate on hand supply source. 

3. Assists with student and teacher projects. 

4. Assist with the computer lab in the library if there are no students in the two-

second floor labs. 

5. A classified employee may be transferred at any time to any job which he/she is 

qualified to perform and when the transfer is deemed to be in the best interest of 

the district. 
 

REQUIRED QUALIFICATIONS: 

Must have one of the following: 48 hours of college credit, or successfully 

complete the Para pro assessment test. Other qualifications consist of previous 

work experience and organizational ability, good communication skills; 

knowledge and ability to use PC’s with Windows 95 through windows XP (office 

machines applications), classroom or adaptive equipment; word processing, 

Excel, and Power Point ability, interpersonal and telephone skills. 
 

ATTENDANCE REQUIREMENTS: 

A thirty-five hour workweek will be required. Sick and vacation leave allowances 

are included in the district’s policy. 
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PHYSICAL REQUIREMENTS / ENVIRONMENTAL CONDITIONS: 

1. Manages all job duties with mobility, agility and dexterity to handle all materials, 

supplies and equipment on a daily basis; dexterity and agility to move, lift, carry, 

pull or push heavy (not over fifty (50) pounds) objects or supplies over 20% of the 

time. 

2. Moderate environmental conditions and noise levels. 

3. Prolonged periods of sitting. 

4. May be required to wear protective equipment including gloves for exposure 

control under limited circumstances. 

 

PERFORMANCE STANDARDS / EVALUATION: 

1. Must support district mission, goals and objectives. 

2. Must demonstrate skills in working with students and teachers. 

3. Must demonstrate ability to trouble shoot computers in a learning setting with 

students. 

4. Must demonstrate word processing and data entry ability. 

5. Must meet standards for essential functions in a time sensitive manner as 

determined by supervisor. 

6. Must meet all safety requirements as directed by the district. 

7. A performance evaluation will be conducted according to district policy by the 

employee’s supervisor or their designee. 

 

 

I understand the job description I have just read and can comply fully with all 

requirements with or without accommodations. 

 

 

_________________________________________  _______/_______/_______ 
  Employee’s Signature                                Date 
 

 

_________________________________________  _______/_______/_______ 

  Supervisor’s Signature               Date 


