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Information Technology Support Technician 

Cutler-Orosi Joint Unified School District 

 

Site Computer Technician 

Salary Range: Range 28 FLSA: Non Exempt Unit: Classified  

 
 

DEFINITION 
 
Under general supervisor, perform a variety of technical duties in support of the District’s information 
technology system; provide technical support to users; troubleshoot hardware and software problems 
associated with the District’s computers and related equipment; install hardware equipment and software 
applications; and perform related work as required. 
 
 

SUPERVISION RECEIVED AND EXERCISED 
 
Receive general supervision from the Information Technology Manager.  No supervision of staff is 
exercised.  

CLASS CHARACTERISTICS 

This is a technical support class that provides desktop support to District employees.  Responsibilities include 
troubleshooting hardware and software applications; assuring the security of District personal computers by 
searching for and eliminating viruses, ad-ware, spyware, etc.; assisting in the implementation of new software 
and/or hardware; and the overall maintenance of user accounts.  This class is distinguished from the Network 
Systems Technician in that the latter performs a wide variety of maintenance and enhancements to operating 
systems, network applications, and computer network infrastructure duties including servers, desktops, 
laptops, tablets, etc. 

 
EXAMPLES OF ESSENTIAL FUNCTIONS 

Incumbent may perform any combination of the essential functions shown below.  This position description 
is not intended to be an exhaustive list of all of the duties, knowledge and abilities associated with this 
classification, but is intended to accurately reflect the principal job elements. All of the duties listed below 
are considered to be “essential” with the exception of “Other duties as assigned.” 

 
 Configure, install, test, maintain, troubleshoot and repair local (LAN) and wide (WAN) area networks, 

computer systems, tablets and other devices and peripheral equipment to assure proper operation and 
prevent service interruptions. Install computer terminals, connections and telephones; install cabling, 
instruments and switches; test and certify each installed connection. 
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 Run diagnostic programs; upgrade equipment and software; verify software licensing; ensure District-
wide standards are upheld. 

 Provide training and technical support assistance to District personnel in the proper operation and care 
hardware, software and peripheral equipment; perform demonstrations as requested.  

 Communicate with administrators, District staff and vendors to coordinate activities, exchange 
information and resolve issues and concerns. 

 Drive a District-issued or personal vehicle to various District sites to conduct work; transport computers 
and peripheral equipment from site to site as necessary. 

 Stay abreast of current trends and developments in the field of computer software programs and 
networking systems.  Research, evaluate and recommend computer equipment and supplies. 

 Perform systems backup and maintain storage system for such records. 
 Maintain inventory, receive a variety of computer systems equipment and software applications.  
 Assist in the development of, maintains and enforces information technology operational policies and 

procedures. 
 May develop applications, scripts and macros to enhance, expedite and automate various tasks. 
 Produce and distribute statistical data, reports and computer printouts. 
 May assist the Network Systems Technicians in any task as needed. 
 May perform any technology related task as assigned including wire/cable installation.  
 Perform other related duties as assigned. 
 

QUALIFICATIONS 

Knowledge of and Ability to:  

 Demonstrate a broad knowledge of networking and computing technologies including applications 
hardware, software, mobile devices and peripheral devices. 

 Operate, maintain, troubleshoot, diagnose and repair computer hardware, software, mobile and 
peripheral equipment. 

 Use materials, methods and tools used in the operation, maintenance and repair of computer hardware, 
software and peripherals including routers and switches. 

 Standard local and wide area network operations and maintenance. 
 Understand components and capabilities of network switches, routers, Wi-Fi, servers and cabling. 
 Utilize general principles, procedures and techniques of troubleshooting and systems analysis. 
 Use positive techniques for providing a high level of customer service by effectively dealing with 

parents, students, community members and staff. Use tact, patience and courtesy. 
 Observe all District safe work practices and policies; use proper lifting techniques. 
 Maintain personal appearance, grooming and language that provide a satisfactory example to pupils. 
 Learn and understand the operation of the District as necessary to assume assigned responsibilities; 

use tact, initiative, prudence and independent judgment within policy and legal guidelines. 
 Establish and maintain cooperative and effective working relationships with others. 
 Understand and follow oral and written instructions using proper English, spelling, vocabulary, 

grammar and punctuation; use English effectively to communicate in person, over the telephone and/or 
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in writing; apply common sense understanding to carry out instructions provided. 
 Be motivated to produce a high quality work product; organize own work, meet schedules and critical 

time deadlines; complete work with many interruptions. 
 Possess the personal characteristics generally recognized as essential for public employees, including 

the demonstration of: integrity, initiative, emotional maturity, dependability, good judgment and ability 
to work cooperatively; be reliable and have the ability to empathize. 

 Maintain confidentiality regarding students, parents, staff and others.  
 Maintain consistent, punctual and regular attendance. 
 Analyze and troubleshoot computer networks, servers and workstation hardware and software; use 

logic to solve the problem. 
 Establish and maintain a computer maintenance schedule. 
 Train other employees in the application and use of computer hardware and software. 
 Operate a variety of tools and equipment utilized in the operation and repair of computer systems. 
 Work independently to complete work assignments. Maintain records and prepare routine reports. 
 Learn to use new and existing software and hardware devices.  
 Meet the physical demands and environmental elements required by the position. 

 

EDUCATION AND EXPERIENCE: 

Any combination of training and experience that would provide the required knowledge, skills and abilities 
is qualifying.  A typical way to obtain the required qualifications would be: 

Education: 

 A high school diploma or equivalent required. 
 AA degree in computer science, electronic technology or closely related field preferred. 
 
Experience: 
 
 Two years’ experience in the installation, maintenance and repair of computer hardware, tablets and 

other devices, software and peripheral equipment in a networked environment.  Experience in an 
organization with a Microsoft network environment is desirable. 

 Any other combination of training and experience that could likely provide the desired skills, knowledge 
or abilities may be considered. 
 

LICENSES AND CERTIFICATIONS: 
Licenses and Certifications are conditions of initial and continuing employment. 
 
 Possession of and ability to maintain a valid California Driver’s License and valid auto insurance. 
 Submit, at applicant’s own expense, his/her DMV motor vehicle driving record at the time of 

appointment.  Failure to meet this requirement may result in disqualification. 
 Mileage reimbursements are available for employees required to drive a personal vehicle.  
 CompTIA Network+ and Microsoft Certified Systems Associate (MCSA) certified preferred. 
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 Positions in this class require the use of a personal automobile. 
OTHER REQUIREMENTS:  

 Maintain personal responsibility for maintenance of all licenses and permits.  
 

WORKING CONDITIONS 

The work environment and physical demands of the position as described are representative of those that 
must be met by an employee to successfully perform the essential functions.  Reasonable 
accommodations may be made to enable individual to perform the essential functions of a specific position. 

PHYSICAL DEMANDS 
 
Must possess mobility to work in a standard office setting and use standard office equipment, including a 
computer; to operate a motor vehicle and to visit various District sites.  Vision abilities required include close 
vision, color vision, distance vision, peripheral vision and the ability to adjust focus; vision to read printed 
materials, a computer screen and to drive a vehicle to conduct work.  Hearing and speech abilities required 
to communicate in person, before groups and over the telephone.  Standing in work areas and walking 
between work areas is required.  Finger dexterity is essential to access, enter and retrieve data using a 
computer keyboard, typewriter keyboard or calculator and to operate standard office equipment.  Employee 
occasionally bends, stoops, climbs ladders, kneels, reaches, pushes and pulls drawers open and close to 
retrieve and file information.  Employee must possess the ability to lift, carry, push and pull materials and 
objects necessary to perform job functions. Employee must possess the ability to lift, carry, push and pull 
materials and objects weighing up to 45 pounds. 
 
ENVIRONMENTAL ELEMENTS  
 
Employee works in an office environment with moderate noise levels, controlled temperature conditions 
and in the outdoors or crawl spaces completing connections and cabling in varying weather conditions and 
hot or cold temperatures with little direct exposure to hazardous physical substances.  Employee may 
interact with upset or hostile staff and/or public and private representatives in interpreting and enforcing 
departmental policies and procedures.  Stress is an integral part of this job in dealing with people and 
meeting deadlines and workload requirements. 
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