
ALPENA SCHOOL DISTRICT 

Job Description 

Job Title: Computer Lab Instructor 

Reports To: Superintendent, Principal, Teachers 

Wage/Hour Status: Non Exempt 

Approved: March 10, 2014 

 

Primary Purpose:  

Provide computer lessons and basic typing skills for elementary (K-6) students. 

 

Qualifications:  

     Education/Certification: 

     High School Diploma/GED 

     Passing Score on the Parapro Exam 

 

     Special Knowledge/Skills: 

     Basic computer skills 

    Ability to work with children 

    Ability to communicate effectively and give clear directions 

 

    Experience: 

     Some experience working with children 

     Some experience working with computers 

 

Major Responsibilities and Duties: 

     Instructional Support: 

1. Set up classes on Success Maker Reading and Success Maker Math. 

2. Assign each student lessons on Success Maker on their individual levels and assist them as needed. 

3. Teach typing to K-6…(use correct fingering, etc.) 

4. Keep typing data on each child and keep notes on their progress each visit. 

5. Give Star Reading and Math Tests 3 times a year and run reports 

6. Help students AR test 

7. Assist with TLI testing 

8. Assist/Perform Dibels Testing 

9. Find extra computer programs for student reward: learn 4 good, cool math, internet magic, etc. 

10. Keep orderly behavior in classroom and hallways. 

11. Assist teachers and students with reports, research, and tests to be taken 

12. Assist teachers with Scoot Pad. 

Student Management: 

13. Do morning car duty 

14. Do Lunch and Recess duty as assigned 

15. Help with afternoon car duty. 



 

Other: 

16. Run any reports requested by teachers/principal, superintendent 

17. Keep computers, headphones, screens, and chairs wiped with disinfecting wipes between classes. 

18. Keep supplies for students to use (paper, pencils, etc.) 

19. Make up sign in cards for K-1. 

20. File and keep up with copies of reports on all students K-6 

21. Update computers on Java, Adobe, etc. as needed 

22. Work with technology personnel regarding computer updates, supplies, etc. 

23. Keep substitute folder up to date. 

24. Other duties as assigned by Principal or Superintendent. 

 

Supervisory Responsibilities: 

Monitor each class while they work on the computers. Monitor classes while in line in the hallway. 

 

Equipment Used: 

Computers, printers, copiers, audiovisual equipment 

 

Working Conditions: 

Maintain emotional control under stress. Standing, walking throughout the classrooms while monitoring 

students’ progress.  

 

The foregoing statements describe the general purpose and responsibilities assigned to this job and are not 

an exhaustive list of all responsibilities and duties that may be assigned or skills that may be required. 


