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Webmaster/Computer Technician
The primary responsibility for the person holding this position is one of Webmaster. The Webmaster will also do various programming duties in order to assist the school in becoming more efficient in its use of the Internet for on-line forms, etc.  This person will also assist with other technological needs, as assigned. This technician should have a solid grounding in the Christian faith, and a strong interest in providing technical assistance with a servant’s heart. This 12-month position reports to the Director of Technology.
RESPONSIBILITIES
(    Webmaster/Developer 
· Maintains Web Site 
· Refines and reworks the web site as needed

· Assists the Communications Department in updating the Flash to the Wesleyan website 

· Creates online forms to be used by the school.

· Assists in the posting of media to the web site 
· Creates software tools to be used across campus including, but not limited to, automating the summer reading sign-ups, mission donation forms, automating the National Honor Society forms, on-line submittals, etc.
(    Computer Technician

· Network 

· Assists the Network Administrator in installing, configuring and maintaining network equipment including, but not limited to, servers, routers, switches, hubs, and cabling.
· Assists in monitoring, maintaining, upgrading and troubleshooting of the LAN
· Assists in the implementation of wireless network solutions for various areas on the campus 

· Assists in the managing the network backup systems
· Hardware 
· Assists in the maintenance and repair of computers, printers, and other computer related hardware.

· Provides “Help Box” support to all personnel.
· Review new hardware and recommend items for purchase.
· Software 

· Assists the Network Manager with the maintenance and upgrades to school administrative software 
· Assist in the installation of software across campus.
· Assists the Technology Director in maintaining detailed software licensing records.
· Audio/Visual 
· Assists the AV Specialist in troubleshooting AV equipment, as needed.

· Assist in AV set-ups as needed.
(   Miscellany
· Assists in teaching basic computer applications to small groups of teachers.

· Instruct individual teachers on classroom/office equipment, as needed
·  Serves on the Technology Committee
·  Perform other related duties as assigned by the Technology Director.
· Works various shift schedules, as needed, to ensure end-users’ needs are met.  (Compensated for “overtime hours” by comp time.)
· Supports the school’s three-year technology plan.
· Attends at least one professional seminar or workshop per year for professional development.
· Maintains an advanced and current level of technical knowledge and skills involving web design, network design, architecture, implementation, and troubleshooting used in computer networks.
· Reads professional journals and/or newsletters to stay abreast of emerging trends and technologies

QUALIFICATIONS
· A working knowledge of and experience with a Windows 2003 network is needed.  
· Knowledge of Visual Basic.net, SharePoint, PowerSchool, SQL Server, Oracle, Access, Blackbaud, and Crystal Reports would all be a plus.  
· Basic knowledge of networks; including switches, routers, firewalls and file servers is expected.  
· Possess a college or technical school degree or the equivalent.
· Experience in the educational technology field will be considered a plus.

PERSONAL QUALITIES
High level of interpersonal skills
Creative and flexible
Demonstrates a willingness to accept responsibility
Cooperative with all levels of school employees.
Collaborative attitude
Strong communication skills
Problem-solver
Patient disposition

Customer service oriented
All Non-Faculty/Staff applications should be submitted via email or U.S. mail  to:

Kathy Benson

Assistant Headmaster for Academic Affairs

Wesleyan School

5405 Spalding Drive

Norcross, GA  30092
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