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HUMAN RESOURCES / EMPLOYEE COMPENSATION

POSITION CLASSIFICATION - 6116

November 2000

POSITION TITLE:
AV/PC Repair Technician

REPORTS TO:
Supervisor, Network Services

Objective: To manage third party maintenance vendors responsible for all computer and printer repair for the District. To assures repairs are completed within the contractual arrangements of response time and vendor costs. To advises District clients on appropriate hardware to purchase for specific needs. To approves all computer hardware purchased by the District.

Essential Functions:
1. Assures vendors are responding to requests within the contractual arrangements. Ensures compliance with warranty repairs.

2. Identifies and recommends replacement or repair of equipment.  Prepares budget transfers when sites pay for repair that is beyond yearly salvage value.

3. Reconciles invoices based on quotation of repair from vendors. Processes invoices for payment, as directed.

4. Reviews regular reports to determine vendor responsiveness. Provides reports to management summarizing vendor activity.

5. Recommends hardware solutions on both Macintosh and Windows-based computers and printers. Provides quotations to clients departments in a timely fashion.

6. Keeps abreast of new technologies and maintains relationships with computer supply vendors.

7. Works with the Purchasing Department to approve all computer, printer and network hardware purchases, assuring accuracy.

8. Reports design, reliability and maintenance problems to engineering.

9. Provides troubleshooting and technical support to company field engineers, technicians and customers.

10. Performs other related duties, including special projects, as required or requested.

Education/Experience: High School Diploma or equivalent, with a Bachelor’s degree or equivalent desired.  Five (5) or more years of progressively responsible experience successfully performing the repair and service of technology, preferably within a large school district or public sector employer.  Demonstrated hands-on knowledge of computer hardware and software products, including sale and purchase of materials, equipment, supplies and other real property and services.  Strong communication and persuasive abilities, including verbal, written and presentation skills.  Demonstrated computer skills including extensive experience working with operating systems including Windows, Macintosh, UNIX, and other proprietary systems.

Licensure/Qualifying Standards: Computer industry certification in various proprietary networking systems may be required.  Must have a current and valid State of Colorado driver’s license.
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Performance: Demonstrated experience performing in compliance with established human resource and departmental policies regarding: attendance (absences, tardiness, sick leave and vacation use, and other scheduled or unscheduled absences); fingerprinting; dress code; safety; security, disaster and other policies, procedures and practices.  Demonstrated effective and diplomatic oral and written communication skills.

Physical/Environmental Characteristics: Essential duties are routinely performed in a variety of locations, including: general office, classroom, boiler rooms, telephone equipment rooms, attics, and basements. Essential functions require use of a personal vehicle. Essential functions involve use of electrical and non-electrical hands tools, electric drills including hammer drills, and a demonstrated ability to differentiate colors.  Essential duties may involve: occasional lifting of up to 50 pounds to move or unpack equipment, working on ladders in confined spaces to access equipment.  Essential duties may require sitting at a work station/desk plus movement while completing paperwork or using computers, printers, calculators, copiers, fax machines and other business office machines and equipment.  Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required. 

