Co-op Coordinator Position Description 

Technology


TECHNOLOGY COORDIANTOR

The technology coordinator’s main job is to ensure that all Co-Op technologies (computers, stereos, KLC Streaming, website, and mailing lists) are working and that all coordinators understand how to use them. A major part of this is maintaining and improving the Co-Op website to meet the needs of the other coordinators and the Co-Op as a whole.

Tasks:

Maintenance of the existing Co-Op website including the Book Swap and Coffee Shop site:

· Maintaining a way for Coordinators to post news and events, or posting news and events for them

· Making sure all coordinators know how to use the site and improving the site per coordinator recommendations

· Making sure the book swap site is free of abuse and helping any students with problems they encounter on it

· Making sure workers know how to use the Coffee Shop site to sign in and do end of shift reports

· Improving the Coffee Shop site to meet the needs of the Coffee Shop, Art, and Baking coordinators

Maintenance of the Co-Op Computers:

· Ensuring all software operates smoothly and fixing it if it doesn’t

· Improving the hardware and software offerings and updating the computers when necessary

· Fixing or replacing broken computers/parts

· Ensuring that computers are secured and respected

Maintenance of the KLC MP3 Stream and associated stereo:

· Ensuring workers know how to play the stream

· Ensuring the amp is set up properly

Maintenance of the mailing lists:

· Adding and removing or facilitating the removal and addition of members to the three Co-Op mailing lists.

· Removing non-coordinators and non-workers from the respective lists.

· Ensuring everyone knows the list policies and how to use the lists

