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HUMAN RESOURCES / EMPLOYEE CLASSIFICATION

POSITION CLASSIFIFICATION - 9667
June 1999

POSITION TITLE:
Information Technology Technician I

REPORTS TO:
Site Administrators and designated Managers and Supervisors

Objective: To focus on the user side of technology operations with minor attention to network and hardware issues.

Essential Functions:

1. Acts to provide technical support to teachers and other staff on designated information technology activities.

2. Provides, as directed, limited support network and hardware issues.

3. Maintains and updates PC and Macintosh operating systems.

4. Establishes and maintains logins for network use, including SASI, email, fileservers, etc.

5. Monitors and ensures proper use of applications on workstations, including ethical use and copyright.

6. Performs basic application usage and navigation of standard/similar features and menus.

7. Conducts problem solving, research and troubleshooting for: computer hardware or software; teachers in technology use; network log-in, navigation and printing; standardized email and browser support, and telephone and voice mail usage.

8. Maintains security software and virus protection software.

9. Installs and sets-up computer hardware, peripherals and standardized software, including multi-media, as directed.

10. Acts to maintain a state-of-the-art knowledge of new educational software and assists teachers and students in the use of computer equipment, software, CD-ROM, laserdiscs, online databases, and the internet.

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

Education/Experience: Education equivalent to graduation from high school, with two (2) or more years of college/technical school coursework in computer science, education, or technology preferred.  One (1) or more years of related computer experience is preferred.  Demonstrated proficiency with computer hardware and software, including PC and Mac OS platforms is required. 

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. 
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Physical/Environmental Characteristics: Essential duties are routinely performed in a general school work 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 office equipment), as directed.  Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required.

