COMPUTER TECHNICAL ASSISTANT
PRIMARY FUNCTION

Under general direction from the Director of Technology and Network Administrator; to perform a variety of technical and resource services in the installation, operation, repair, maintenance and diagnosis of computers and peripherals, provide technical user support assistance.

ESSENTIAL DUTIES

Install, configure and maintain a variety of complex, multi-vendor hardware and software in a network and stand alone environment.  Troubleshoot computer related problems involving communications, operating systems, printing, memory management, and other applications; conduct diagnostic testing on computers as needed.  Provide notification or repair of radio, telephone, security and communication equipment to District Technology Director; for repair of network equipment to Network Administrator; and for reported application problems to District Technology Director.  Provide technical information to computer lab assistants at school sites and end-users; provide training and support in the proper use of computer hardware; respond to questions or problems in person or on the telephone; drive to various sites to assist users and conduct work as needed.  Prepare and maintain records and reports related to assigned activities.  Operate assigned computer hardware and software systems, and various printers, hard drives, cables and connectors, and other tools as assigned.  Maintain current knowledge of technological advances.

OTHER RELATED DUTIES

Maintain and operate the Honeywell security and air conditioning/heating systems at all school sites.  Troubleshoot computer related problems with the Honeywell system.  Work closely with administration to insure the system is running for after school hour events.
QUALIFICATION STANDARDS

Any combination of education, experience, knowledge and abilities may satisfy the necessary minimum qualifications.  A typical way to obtain the education, experience, knowledge, and abilities would be:

Education:  High school diploma or equivalent.  Two (2) years of college (preferred, but not required) with substantial course work in computer science, including general computer literacy, networking essentials, desktop operating systems, desktop software applications, and PC upgrade/assembly/repair.
Experience:  Two (2) years of experience (preferred, but not required) in a computer support technician or related computer science position.

Knowledge and Abilities:  Knowledge of configuration and installation for hardware and associated software; a broad understanding of software and systems, including but not limited to Windows operations systems, Novell file and print services, PC’s and network hardware, and desktop application software.  Ability to interpret problems for computer hardware and software; apply technical knowledge to practical solutions; refer when appropriate to other information technology departments for resolution; work with minimal supervision; plan, organize and prioritize assigned tasks and functions efficiently under time and pressure deadlines; provide efficient and timely support to customers; maintain file/records and prepare written statistical and narrative reports; work cooperatively and communicate effectively with others; adapts to changes in technology environments.
Special Requirements: Must have a valid Oklahoma driver’s license.  May be required to lift and carry moderately heavy material and equipment weighing from 10 to 50 pounds.

Other duties as assigned by the superintendent or designee.

TERMS OF EMPLOYMENT:
Minimum 261-day contract.  Salary and work year to be established by the Board.

EVALUATION:
Performance of this job will be evaluated annually.

Approved by: ______________________________  Date:________________________

Reviewed and agreed to by: __________________________  Date: ________________

   Revised:  9/8/14

