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Job Description 

USD 265 – Goddard Public Schools 
POSITION:    District Technology Specialist  
 

RESPONSIBLE TO:  Director of Technology 
 

EVALUATED BY:   Director of Technology 
 

TERMS OF EMPLOYMENT: Classified, Hourly rate of pay, 12 month position 
 

PURPOSE OF POSITION: Supports building technology with operating and maintaining equipment, assists with 

installing software, teaching where appropriate. Responsibilities include setup, 

maintenance/repair and troubleshooting of hardware/software problems and assisting 

with the response to work order requests. 

ESSENTIAL RESPONSIBILITIES: 
1. Troubleshoot hardware/software problems and work with school staff to resolve hardware and software difficulties.  

Familiarity with desktop management software is a plus. 

2. Generate and/or respond to work orders. 

3. Communicates building needs to the District Technology Department. 

4. Maintains inventory of all hardware and software in assigned building(s). 

5. Will coordinate department needs by discussing those needs with building department chairperson(s). 

6. Assist teachers in researching hardware and software curriculum integration for classroom use. 

7. Support teachers by serving as a resource for technology needs. 

8. Install, setup, upgrade, and maintain related software and hardware as appropriate. 

9. Maintenance and repair of computer equipment, components and peripheral devices.   

10. Assists and monitor virus checks and print queue management as appropriate. 

11. Initiate warranty repair requests and acts as a liaison to outside vendors. 

12. Assist Goddard District Technology Department with projects as needed. 

 

QUALIFICATIONS: 
1. Bachelor’s degree preferred with experience in Educational Technology or certification in hardware and software. 

2. Effective oral and written communication skills. 

3. Technical training in computer hardware preferred. 

4. Knowledge and/or experience with PC and Apple software and hardware. 

5. Good communication skills and ability to teach adults in a professional manner. 

6. Must have a valid driver’s license. 

 

ATTENDANCE REQUIREMENTS:  
A forty (40) hour work week is required.  Attendance to district computer coordinator meetings and designated training sessions is 

required. 

 

PHYSICAL REQUIREMENTS/ENVIRONMENTAL CONDITIONS: 
1. Manage all duties with the mobility, agility, dexterity, and focus observation it takes to meet standards of performance. 

2. Moderate environmental conditions and noise levels. 

 

PERFORMANCE STANDARDS: 
1. Must support building, district mission, goals, and objectives. 

2. Must meet standards in a time sensitive manner as determined by the School Principal/Director of Technology. 

3. Must demonstrate language arts and communication skills:  sentence structure, spelling, punctuation, speaking, and the ability 

to handle routine and sensitive correspondence and communication. 

4. Must perform essential duties including resolving work orders generated from assigned building(s). 

5. Must meet all safety requirements as directed by assigned building/school district. 

6. A performance evaluation will be conducted according to District Policy by the employee’s supervisor or their designee.  

 

I have read and understand the above job description and can comply fully with all requirements. 

 

   

Employee Signature  Date 

   

Supervisor Signature  Date 

 


