
 

 

“Driven by Student Success” 

MISSION- Our purpose is to prepare students to be well balanced citizens ready to participate in a global 

society by providing an engaging and challenging education in a safe environment.  

 

Reports to: Superintendent  

General Responsibility:   To assist and support the School and Central Administration in providing a 

quality educational environment. To Support and maintain the instructional technology in the district. 

Status: Full Time, 12-month position; work days and hours will be determined by the Superintendent. 

Payment Rate: Salary  

Qualifications: 

 Bachelor’s Degree or equivalent experience in the field of technology. 

 Ability to maintain confidentiality in matters of student and staff personnel information and in 

the general business of the office operations. 

 Experience with IBM/Mac compatible computers. 

 Must be able to perform all duties as listed below. 

 Complete Criminal Justice Fingerprinting and Background Clearance. 

 

Duties Shall Include But Are Not Limited To: 

1. Current knowledge of hardware and capable of troubleshooting, repairing, and providing 

maintenance of equipment.  

2. Provide technical support for most common software used in the district. 

3. Capability of setting up commonly used equipment in the district (Mac and IBM compatible) 

including all the networking equipment and cabling. 

4. Install, run, troubleshoot, and maintain a large variety of programs and applications software. 

5. Interpret technical documentation and self-teach new applications. 

6. Demonstrate communication skills with faculty and staff to include computer concepts at the 

various levels of computer literacy. 

7. Repair of microcomputers and related equipment on the network.  

8. Responsible for all Network O.S. Management  

9. Assist teachers with software or hardware issues.  
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10. Monitor network use and recommend, purchase and implement software and hardware to 

maintain network operations. 

11. Maintain and keep all software used current and functioning normally. 

12. Keep up with all standards for all equipment on the network. 

13. Coordinate district efforts to assist building contracts and or teachers regarding software, 

technical assistance, or training issues.  

14. Act as district contact for building program hardware and software issues and work with 

vendors to secure the best prices on all software and hardware prior to purchase and/or 

installation. 

15. Oversee technology projects. 

16. Member of technology committee. 

17. Completion of necessary reports (daily, quarterly, annual) and applications. 

18. Maintain inventory and records of computers and current licensing of district software. 

19. Monitor computers to ensure all are in compliance with State and Federal regulations. 

20. Perform such other duties as the Superintendent and/or Building Principals may request to 

ensure efficient operation of school programs to students and staff.   

21. Server Backup/Disaster Recovery 

22. Manage Firewall 

23. Manage content filter 

24. Manage/ Monitor network 

25. Manage Wifi 

26. Manager network printing 

27. Manage servers 

28. Setup & Repair Workstations 

29. Setup & Repair Servers 

30. Manage Intercoms 

31. Manage Security Cameras 

32. Manage Shoretel Phones 

33. Manage District Google Apps 

34. Manage Anti Virus 

35. Manage Deep Freeze 

36. Manage local applications 

37. Spec & purchase new servers 

38. Spec & purchase new workstations 

39. Spec & purchase new systems 

40. Manage Perfect Forms 

41. Manage online apps 

42. Manage/publish district website 

43. Manage workstation imaging 

44. Install/troubleshoot/repair peripherals 

45. Manage software licensing 

46. Evaluate and recommend new systems 



47. Manage Door security 

48. Develop Technology Plan 

49. Develop and manage Technology Budget 

50. Manage hardware and software renewals 

51. Assist all Depts. in tech planning 

52. Install data cabling as needed 

53. Manage Time Clock Plus 

54. Manage Google Backup 

55. To support the district Mission, Vision, Operating Principals, Goals for improvement in student 

learning 

56. Uphold district policies and procedures 

57. Engage in continuous professional growth 

 

Work Days: Determined by Superintendent. 

Physical Requirements:  

Occasionally requires physical exertion to manually move, lift, carry, pull or push heavy objects or 

materials, stooping, bending and reaching, climbing stairs and use a small step ladder. 

 

Employee Name _________________________________ 

Employee Signature ___________________________________________ Date ____________ 

 


