
PINON UNIFIED SCHOOL DISTRICT NO. 4 
JOB DESCRIPTION 

 
 

POSITION/TITLE:   Computer and Information Specialist 
 
TERMS OF EMPLOYMENT: 12 Months 
SALARY:    Classified Placement Schedule – Grade 6 
STATUS:    Non-Exempt 

BENEFITS:    Standard Package 

 

 
QUALIFICATIONS: 
 

1. AA degree in Computer Science. 

2. Proficiency in using Internet searches 

3. Proficiency with Apple and PC platforms 
4. Knowledgeable and experienced with maintenance and operation of effective computer 

systems. 
5. Experienced in effective technology training techniques for staff. 

 
JOB GOAL: To maintain a comprehensive technology and maintenance program which supports the 

District’s goals and operation. 
 
 
DUTIES AND RESPONSIBILITIES: 

1. Assists in the implementation of the district technology plan. 

2. Continuously reviews and evaluates the technology plan and computer education program. 

3. Prepares reference for users by writing operating instructions. 

4. Maintains historical records by documenting system changes and revisions 

5. Maintains professional and technical knowledge by attending educational workshops; 

reviewing professional publications; establishing personal networks; participating in 

professional societies. 

6. Assists in the installation of major software programs to increase effectiveness and reduce 

costs to the ultimate benefit of the education program. 

7. Troubleshoot problems and answer questions to prevent downtime, while enhancing the use of 

hardware, software, peripheral equipment and operating systems 

8. Maintains up-to-date knowledge of equipment and major software programs. 

9. Assists with inventory of all equipment and major software programs. 

10. Provides staff development and serves as a technology resource to staff. 

11. Troubleshoots and maintain classroom and laptop computers with the latest update software 

and hardware 

12. Collaborates with the curriculum director to identify computer programs that are compatible 

with district curriculum goals. 

13. Represents the district computer education program to the public through computer workshops 

and other presentations. 

14. Assists students in making proper use of computer equipment and materials. 

15. Assists in preparing and maintaining special technology displays which reinforce important 

parts of the technology program. 

16. Performs other duties as assigned. 
 
REPORTS TO: Technology Director 

 
EVALUATION: Performance will be evaluated in accordance with the Governing Board’s 

Policy on Evaluation of Professional Personnel. 

                                                              


