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ENGLEWOOD PUBLIC SCHOOL DISTRICT 

 

JOB DESCRIPTION 

 

 

POSITION:    COMPUTER TECHNICIAN SPECIALIST 

    (Non-Certificated/12 Months) 

 

QUALIFICATIONS: 

1. College/university degree in the field of computer science or information technology, a related 

field and/or two (2) years equivalent work experience 

2. Extensive knowledge of Office365 applications 

3. Knowledge of Microsoft Windows 7, Windows 8, Windows 10, Server 2012 and Mac OS X 

and iOS 

4. Apple Certified Macintosh Technician preferable 

5. Knowledge of software applications, internet applications, networking protocols and VOIP 

6. Experience working in a team-oriented, collaborative environment with a diverse group of 

clients in a professional environment 

7. Ability to follow leadership 

8. A strong work ethic with the ability to multitask and flexible to change in a high pressure 

environment 

 

 

REPORTS TO:  The Computer Technician Specialist reports to the Director of Instruction and 

Technology. 

      

JOB GOAL: The Computer Technician Specialist’s role is to support and maintain in-house 

computer systems, desktops, peripherals, digital AV media systems and associated 

instructional, administrative and system software.  This includes installing, 

diagnosing, repairing, maintaining, and upgrading all hardware, software and 

associated equipment while ensuring optimal system performance. The person will 

also troubleshoot problem areas in a timely, accurate fashion, provide end user 

support and assistance where and when required.  

PERFORMANCE RESPONSIBILITIES:  

 
1. Work with end users to identify and deliver required technology support service levels. Liaise with, 

and provide training and support to, end users and staff on technology systems such as Digital AV 

media systems, software, computer operation and other issues.  

 

2. Install, configure, test, maintain, monitor, and troubleshoot end user hardware, networked peripheral 

devices, and networking hardware products.  

 

3. Where required, install, configure, test, maintain, monitor, and troubleshoot associated end user 

software and networking software products.  

 

4. Perform on-site analysis, diagnosis, and resolution of complex technology problems for a variety of 

end users, and recommend and implement corrective hardware solutions, including repair as needed.  
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5. Receive and troubleshoot incoming calls and/or e-mails regarding technology issues such as PC, 

peripheral equipment repairs, hardware/software problems, intranet components and peripherals. 

 
6. Serve as email administrator for Office365, Outlook and Google. 

 
7. Respond and assist with Help Desk Support to maintain customer satisfaction. 

 
8. Develop and maintain an inventory of all technology equipment such as monitors, keyboards, hard 

drives, modems, printers, scanners, and other peripheral equipment.  

 

9. Monitor and test technology systems performance and provide technology systems performance 

statistics and reports.  

 

10. Work with multiple operating PC and Mac systems and construct, install, and test customized 

configurations based on various platforms and operating systems.  

 

11. Conduct research on computer products in support of technology procurement and development 

efforts. Evaluate and recommend hardware and software products for purchase.  

 

12. Write technical specifications for purchase of technology systems such as PCs, digital AV systems, 

hardware and related products.  

 

13. Recommend, schedule, and perform technology systems, computer, hardware and peripheral 

equipment improvements, upgrades, and repairs.  

 

14. Assist in developing long-term strategies and capacity planning for meeting future technology systems 

software/hardware needs.   

 

15. Support development and implementation of new technology projects and new hardware installations.  

 

16. Maintain up-to-date knowledge of hardware and equipment contracts and supervise contract-based 

installations.   

 

17. Prepare Audio/Video set-up for District events and Board of Education meetings. 

 

18. Complete assignments pursuant to deadlines. 

 
19. Perform other duties and tasks as assigned by the Director of Instruction and Technology. 

 

 

APPOINTMENT: Appointment shall be made by the Board of Education upon the 

recommendation of the Superintendent of Schools and/or his/her designee. 

 

TERMS OF 

EMPLOYMENT: Twelve (12) month employee.  Salary to be established by the Board of 

Education upon the recommendation of the Superintendent of Schools and/or 

his/her designee. 

 

EVALUATION: Performance of this position will be evaluated annually in accordance with the 

Board’s policy on evaluation of non-certificated personnel. 
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BOE APPROVAL:    April 27, 2017 

 

RESOLUTION:  17-P-86 

 


