
Clearfield Area School District 

Position Description 

 

 

Position title: Software Specialist 
Department: Technology 

Reports To: Director of Technology 
Prepared By: Terry Struble     Date: 09/24/2018 

Approved By: Board of School Directors   Date: 09/24/2018  
 

SUMMARY:   This position would be a critical part of the Technology department and would be 

responsible for the successful implementation of software within the networks, interacting with 

other software programs and data requirements within the network and beyond the network, and 

that the appropriate end user is capable of implementing the resources effectively. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES:  Other duties may be assigned. 

 

 Provide 2nd tier technical assistance and customer support. 

 Ability to provide support for routine and failure situations as needed. (1st tier) 

 Implement/Maintain software systems and change management protocols across the 

school district. 

 Document software systems, user methods, and procedures for training and/or training 

resources. 

 Analyze ongoing performance and limitations to increase usability and achieve end goals. 

 Work with 3rd party vendors to maintain systems such as Sapphire, SAM, Adobe, 

Autodesk, SMART, and Office 365. 

 

Particular skills: 

 

 Windows based environment 

 Familiarity with systems identified above 

 Soft skills to able to interact with people of varying skill levels with a multitude of needs 

 Maintain confidentiality of student and staff data 

 Ability to develop and allow for communications between systems 

 Recognizes and protects the importance of data validity at all levels 

 Knowledge and capability with using Active Directory, for user integration and account 

verification 

 

 

QUALIFICATION REQUIREMENTS:   To perform this job successfully, an individual must 

be able to perform each essential duty satisfactorily.  The requirements listed below are 

representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may 

be made to enable individuals with disabilities to perform the essential functions. 

 

EDUCATION and/or EXPERIENCE:   
Bachelor’s degree from a four-year college or university in a computer science related field. 

 

CERTICATES, LICENSES, REGISTRATIONS:   
A valid Pennsylvania driver’s license. 

IT certifications (preferred, but not required) 



Clearfield Area School District 

 

LANGUAGE SKILLS:   
Ability to read, analyze, and interpret documents, professional journals, technical procedures, 

financial reports, legal documents, or governmental regulations.  Ability to write reports, business 

correspondence, and procedure manuals.  Ability to effectively speak,  present information, and 

answer questions from groups of administrators, employees, clients, customers, the Board of 

Directors, and the general public.  

 

MATHEMATICAL SKILLS:   
Ability to apply advanced mathematical concepts such as probability and statistical inference, and 

fundamentals of plane and solid geometry and trigonometry.  Ability to apply mathematical 

operations to such tasks as fractions, percentages, ratios, and proportions to practical situations. 

 

REASONING ABILITY:  
Ability to define problems, collect data, establish facts, and draw valid conclusions.  Ability to 

interpret an extensive variety of technical instruction in mathematical or diagram form and deal 

with several abstract and concrete variables. 

 

PHYSICAL DEMANDS:  The physical demands described here are representative of 
those that must be met by an employee to successfully perform the essential functions 
of this job.  Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 

 

While performing the duties of this job, the employee is regularly required to talk and hear.  The 

employee frequently is required to walk, sit, or stand.  The employee is occasionally required to 

drive a motor vehicle.  Specific vision abilities required by this job include close vision, depth 

perception, and the ability to adjust focus.  Extended hours are required and multiple demands 

from several people are frequently required of the employee.  The employee must be able to meet 

deadlines with severe time constraints. 

 

WORK ENVIRONMENT:  The work environment characteristics described here are 
representative of those an employee encounters while performing the essential functions 
of this job.  Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 
 

While performing the duties of this job, the employee works indoors and on occasion works 

outdoors.  The noise level in the work environment usually varies from quiet to loud. 

 

The information contained in this job description is for compliance with the American with 
Disabilities Act (A.D.A.) and is not an exhaustive list of the duties performed for this 
position.  Additional duties are performed by the individuals currently holding this 
position and additional duties may be assigned. 


