WNorthfield

PUBLIC CHOOLS

POSITION DESCRIPTION
NORTHFIELD PUBLIC SCHOOLS

May 2016

SECTION I: GENERAL INFORMATION
Position Title: Department:
Technology Specialist Technology
Immediate Supervisor’s Position Title: FLSA Status:
Director of Technology Services Exempt
Band/Grade/Subgrade: Bargaining Unit:
C-5-3 Technology

Job Summary:

Under the direction and guidance of the Directof@thnology Services, the Technology Specialistides
technical assistance and support to district stadfis responsible for the diagnosis, repair, llagian and
maintenance of computer hardware and softwarectade computers (PC and MAC), mobile devices,
peripherals and network devices such as printessrers, routers, switches, and external media ginaut
Northfield Public Schools. The Technology Spesigbrovides hardware and software trouble analysis
resolution; assists in the monitoring the operatind security of LAN under the coordination of Network
Manager; and assists building staff in the useapedtation of operating systems, software and relate
technology.

SECTION Il: ESSENTIAL DUTIES AND RESPONSIBILITIES

Duty/Responsibility No: 1 Statement of duty/responsibility:
Provides technical support, training, and assigtanend users of the
Percent of Time: 50 | district network and technology systems

Tasks involved in fulfilling above duty/responsibiity:

* Responds to technology support requests regardsiricttechnology systems including computer haadky audio
visual equipment, peripherals, and mobile devices.

* Responds to technology support requests regardimgibnality of district software and web-basedgvemns.

* Provides end user support including basic instondih the use of district technology equipment tuis.

* Provides troubleshooting and support for compéttybalf district hardware, software, and operatiggtsms.

« Communicates and collaborates with technology segffirding support requests and troubleshootirggwimon
technology issues.

Duty/Responsibility No: 2 Statement of duty/responsibility:
Performs installation and updates of computer hardvand software for
Percent of Time: 10 | the Northfield Public School District..

Tasks involved in fulfilling above duty/responsibiity:
* Inventories computer hardware and software prigngtallation.
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Installs, tests, and updates operating systemsaihwslare for end users of district technology syste
Installs, repairs, and replaces additional hardwaoh as drives, RAM, boards, etc. as needed.

Delivers and installs computer hardware for Schistrict clients.

Keeps current with software patches and updates.

Keeps current with new operating systems.

Deploys computer image updates as needed to efusuntionality and security of district technologystems.

Duty/Responsibility No: 3 Statement of duty/responsibility:

Provides testing, troubleshooting, maintenancerapdir of computer

Percent of Time: 10 | equipment, software, operating systems, and teoggabols for the

Northfield Public School District.

Tasks involved in fulfilling above duty/responsibiity:

Assesses computer hardware in disrepair and detesmihether to repair or replace.

Troubleshoots, analyzes and repairs computer eauipm

Researches and recommends parts for all distdoht#ogy equipment.

Researches and tests new computer hardware, seftavat technology equipment for compatibility and
functionality with district systems.

Duty/Responsibility No: 4 Statement of duty/responsibility:

Maintains and updates documentation procedurebéodepartment and

Percent of Time: 5 district.

Tasks involved in fulfilling above duty/responsibiity:

Documents changes in inventory, equipment, netwbanges or other changes that occur as a resthiaofes in
computer or network related alternations.

Maintains logs and databases for repair and trghblating activities.

Provides procedural documentation to assist stafse of computer equipment, software, and pergiiéire.
imaging, printing, internet, email, etc.) for mplg operating systems and mobile devices.

Duty/Responsibility No: 5 Statement of duty/responsibility:
Collaborates with and provides support to distmiedia staff and on
Percent of Time: 10 | basic troubleshooting techniques and basic softimatellation
processes.

Tasks involved in fulfilling above duty/responsibiity:

Maintains communication with district media staf§arding any ongoing technology needs in distudings.
Provides training and support for routine processgarding utilization of district technology sysig
Provides support for basic troubleshooting andlogiem of technology related issues.

Duty/Responsibility No: 6 Statement of duty/responsibility:

Maintains knowledge base and serves as technadaglyfor one or more

Percent of Time: 10 | of our district technology systems.

Tasks involved in fulfilling above duty/responsibiity:

Attends necessary trainings and researches teahnetpipment and tools related to one or more ofi@trict
technology systems, such as operating systems,wtemplatforms, mobile device management, learning
management systems, audio visual equipment, etc.

Provides direct support to end users of districht®logy systems

Maintains documentation and communicates technaagyport and troubleshooting information with tealogy
staff.




Duty/Responsibility No:

Percent of Time:
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7 Statement of duty/responsibility:
Performs other comparable duties of a like or similature as assigned.

Tasks involved in fulfilling above duty/responsibiity:

SECTION Ill: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/KNOWLEDGE REQUIREMENT: Minimum education required to perform adequately in
position could reasonably be attained only by compting the following:

REQUIRED EDUCATION/TRAINING

(choose one)

less than high school diploma

DEGREE INFORMATION:
Type of degree: (B.S., M.A,, etc.)

Associate of Arts degree or a two-year collegeeohiical school
certification or degree.

High school diploma or GED.

1 year college

X | 2 years college

3 years college

4 years college

Major field of study or degree emphasis:

Computer Science, Computer Repair, Media Serviceslated
area

1st year graduate level

2nd year graduate level

Doctorate level

Essential knowledge and specialized subject knowlgd
required to perform the essential functions of thgob:

» Knowledge of the application and use of computers,
business productivity software/applications, email
programs and other office productivity softwardizeid
by the department in the performance of the job.

» Principals and practices involved in LAN applicatio
operations.

» Knowledge of diagnostic methods or practices and
troubleshooting techniques in the servicing anéireqf
computers and peripherals.

» Knowledge of multiple operating systems and compute
platforms.

» Fundamentals of computer networking functions,
components, and connectivity issues and procedures.

» Knowledge of electrical equipment used to support
computers, peripherals, and hardware.

» Knowledge of current video, multimedia and computer
network technology.

Required Work Experience in Addition to Formal Education/Training:
A minimum of one year previous and directly relagagerience.

Required Supervisory Experience:

LICENSE/
CERTIFICATION

Identify licenses/certification required upon hiring:
« Mac, Microsoft, and/or Google Certification prefeir
« Valid State of Minnesota Driver’s License.

ESSENTIAL SKILLS

Skilled in:




REQUIRED TO .
PERFORM THE
WORK .

Collaboration with team members and other staffftectively communicate and
coordinate service.

Problem solving, logistics, and creative thinkiogroubleshoot issues and implemen
effective practices.

Written and oral communication to provide technggbport to district staff at all leve
of technology understanding.

Time management and self-directed prioritizatiomagks to maintain and improve
technology systems to best support district stadf students.

Establishing and maintaining effective working tiglaships with team members and
district staff.

Planning, prioritization, and organization of taghojects, and information related to
technology systems and needs.

Ongoing research and learning to continue to fukhewledge of new and changing
technologies.

Operation, installation, repair and maintenanceoofiputers, peripherals, and
audiovisual equipment.

Configuring and troubleshooting LAN applicationsfte/are and operations.
Troubleshooting computer and network connectivity.

Ability to recognize and install all necessary caments for computers, peripherals,
and audiovisual equipment.

Resolving hardware and software problems in meltel, multi-location, multi-
platform environments.

Ability to read and interpret schematics, wiringgliams and manuals.

Implementing documentation requirements set foytthb department.

Ability to instruct clients on operation and usecofnputers, peripherals, and
audiovisual equipment and make presentations togeaps.

(2]

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOW ING POSITIONS

Titles of Positions Directly Supervised # of Employees

TOTAL

INDIRECT SUPERVISION:

Number of employees indirectly supervised: Total: 0

HAZARDOUS WORKING

CONDITIONS : The essential duties of | for electrical shock can exist when working witeeattical and electronic
the work are performed under various components but the risk of environmental and play$iazards and risks can |

physical hazards or environmental
conditions noted.

Work responsibilities are performed in a typicdi@al setting. The potential

characterized as minimal given the training, a@pian of safety precautions
and procedures.

e

PHYSICAL JOB REQUIREMENTS: Indicate according to essential duties/responsibilities

4



Employee is required to: Never 1-33% 34-66% 66-100%
Occasionally Frequently Continuously
Stand X
Walk X
Sit X
Use hands dexterously (use fingers to handle, feel) X
Reach with hands and arms X
Climb or balance X
Stoop/kneel/crouch or crawl X
Talk or hear X
Taste or smell X
Physical (Lift & carry): X
up to 10 pounds
up to 25 pounds X
up to 50 pounds X
up to 75 pounds X
up to 100 pounds X
X

more than 100 pounds

PHYSICAL JOB REQUIREMENTS: Indicate according to essential duties/responsibilities

Physical requirements associated with the position can be best summarized as follows:

Medium Work :

Exerting up to 50 pounds of force occasionally,/andp to 20 pounds of force frequently, and/otaf0 pounds of force
constantly to lift, carry, push, pull or otherwis®ve objects in the performance of the job.

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL

This Position Description reflects an accurate andomplete description of the duties and responsibiles assigned

to the position.

Signature — Department Head

Date

Signature — Human Resources

Classification History:

Date




Retitled to Technology Specialist | from Media Teidian/Computer Support Technician 4/04 per Directanments.
Technology Specialist updated 5/2016.




