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HUMAN RESOURCES / EMPLOYEE COMPENSATION

POSITION CLASSIFICATION – 9606
October 2000

POSITION TITLE:
Computer Support Technician I

REPORTS TO:

Various managers, supervisors and administrators

Objective: To receive, organize and distribute pupil testing materials and reports in accordance with Testing schedules.  To maintain and troubleshoot technology equipment and the network systems.  To work with staff from DoTS, CEC, administrators, teachers, and other individuals, as directed.

Essential Functions:

1. Assigns and coordinates work of Test Processing staff, as directed.

2. Prepares and maintains schedules for computer processing of data, and maintains or updates files as needed.

3. Operates optical scanning equipment.

4. Coordinates assembling materials required for computer operation of programs with clerical staff, including tapes, data cards and updating programs in accordance with processing schedules or on special instructions.

5. Receives reports processed by the computer and after review for accuracy and completeness, distributes to clerks for sorting by school and educational grouping, and dispenses or files other computer data as needed.

6. Identifies and corrects errors in computer output using the instructions contained in test runbooks.

7. Maintains a log of all special computer requests that includes completion dates, qualifiers; lists tape numbers and expiration dates that are associated with saved print files.

8. Complies with state mandated testing, as directed.  Counts, packs, and sorts data for delivery to schools, sorting returned material for shipping to Colorado State Department of Education.

9. Establishes and maintains a comprehensive filing system, utilizing office automation practices where applicable, to provide quick and easy access.

10. Maintains security of all documents, reports and records; adheres to state guidelines regarding confidentiality of student information.

11. Makes arrangements for meetings at all levels; prepares notices an all materials needed; attends meetings when requested.

12. Maintains records of processing and research activities for review by Testing Department.

13. Checks names submitted on graduation lists against proficiency and review test results to verify successful completion of requirements.

14. Maintains schedules for pick-up of testing materials from schools.

15. Maintains office supply inventory and prepares annual property inventory.

16. Install new computers and equipment in the classroom and offices of CEC staff, including IP addressing, network configurations and software installations.

17. Troubleshoots and maintains all current technology equipment, as directed.

18. Maintains and updates network connections in various wiring rooms, including the router, hub and switch configurations, directed.

19. Maintains day to day operations (including scheduled backups) of servers for student, staff and administrative access.

20. Maintains wireless networks, as directed.  
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21. Participate, as directed, on various technology committees and act in an advisory capacity to designated staff on the purchasing of new equipment for their particular programmatic needs.

22. Conducts training with staff as needed, both formal and individualized, on a variety of technological applications.

23. Receives and inventories computers and related equipment.

24. Performs basic repair and replacement of internal computer components.

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

Education/Experience: Education equivalent to a High School Graduation, with a Bachelor’s degree in computer science, technology or related disciplines preferred. Three (3) or more years of related experience supporting computer systems through application of technical expertise.  Demonstrated experience working with students, teachers, administrators and others in consensus building activities in support of technology programs, services and activities. Demonstrated experience maintaining computer equipment, software programs and the facility of creating documents and accurate computer files. Demonstrated appropriate classroom management skills is desired.  Demonstrated proficiency with computer hardware and software, including advanced PC and Mac OS cross platform computer expertise.  Demonstrated server software knowledge and skills such as AppleShare and Novell. Demonstrated knowledge and experience in an urban public school system, is desired.
Licensure/Qualifying Standards: None.

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); dress code; safety; security, 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 general office or school environment and regularly require sitting at a work station/desk plus movement while completing paperwork or using computers, printers, calculators, copiers, fax machines, telephones, televisions/monitors, and other business office machines and equipment.  Essential duties may involve: occasional kneeling, squatting, crouching, stooping, crawling, standing, bending, climbing, lifting (up to 30 pounds to stack, store or retrieve supplies or various computer and office equipment), as directed.  Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required.

