Middletown, CT
Job Description

Classification Title Technology Support Specialist
Job Code

Department Board of Education

Union Group AFSCME 466

FLSA Status

Pay Grade

PURPOSE OF POSITION

The purpose of this position is to provide end user support for computers and related
perlpheral devrces Provrdes basic tralnlnq on use of technoloqv monitor-and-maintain

ESSENTIAL DUTIES & RESPONSIBILITIES

The intent of this job description is to provide a representative summary of the major
duties and responsibilities performed by incumbents of this job. Employees may be
requested to perform job-related tasks other than those specifically presented in this
description.

ADAMAnatemy—anel—mtemeHeseurees—eteResponds to requests for support.

Provides basic training on use of technology hardware and software.

settwareﬂlreensese&ng—'FnaeIHLpregraereports network issues. Coordlnates

troubleshooting and issue resolution.

connectivity of computers to the network and Internet.

. L I ’ isitions—_and. llati  od onal
technolegy-Assists with technical hardware issues relating to student testing.

systems—Coordinates and assists in the mstallatlon of adaptive software or hardware
to ensure consistent level of education.
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bussehedwesw}dreleetremeparenueseweeslnstalls new d|Q|taI pr0|ectors

Replaces projectors and bulbs as needed.

e Perform other related duties as assigned.

MINIMUM JOB QUALIFICATIONS
Education and Experience

abHMe&quh School Dlploma or equivalent and at least two yvears of related Work

exgerlence.

Appropriate education substitutions can be made.

PREFERRED QUALIFICATIONS

Formal education or training in technology and at least five years of related work
experience.

KNOWLEDGE, SKILLS, and ABILITIES
»—Reguires-the-aAbility to perform mid-level data analysis including the ability to audit,
deduce, assess, conclude and appraise. Reguires-discretionin-determining-and
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Reguires-the-aAbility to persuade, convince, influence, train and monitor, in favor of
a desired outcome. Requires the ability to act as a lead person.

Reguires-the-aAbility to utilize a variety of reference, descriptive and/or advisory data
and information such as website information, requests for service, inventories,
manuals, updates, procedures, guidelines and non-routine correspondence.

Ability to Rrelate to and interact with a non-traditional and diverse student and
employee population

Ability to Wwork independently

Ability to Rread, analyze, and interpret standards, policies, procedures, and
regulations

Ability to Hhandle common inquiries or complaints
Ability to Bdefine problems, collect data, establish facts, and draw valid conclusions

»—Ability to Pperform mathematical computations such as addition, subtraction,

computations:
Ability to Eexercise good judgment and focus on detail as required by the job

Ability to Soperate standard office equipment, such as computer keyboards and
monitors, copiers, scanners, and telephone

Ability to Yuse (or learn to use) computer software and systems applicable to the
position

Ability to Ffollow oral and written instructions and procedures

Ability to Wverify and maintain accuracy of detailed data and information, detect data
errors

Ability to Mmeet schedules and deadlines of the work unit

multiplication, division. Caleulate-percentdistributions—tncrease-ratesand-similar




Middletown, CT
Job Description

Classification Title

Technology Support Specialist

Job Code

Department

Board of Education

Union Group

AFSCME 466

FLSA Status

Pay Grade

e Ability to €communicate in English effectively orally and in writing

e Ability to Mmaintain well-organized materials, files, systems and tools
e Ability to Aadapt to changes in work situations and priorities

e Ability to Rreason/analyze; use logic to identify and resolve problems
e Ability to Eevaluate, organize, and summarize data and information

e Ability to Eestablish and maintain constructive and cooperative interpersonal
relationships with staff, peers, supervisors, or managers in the work unit and other
departments, as well as with staff of outside entities and other individuals, as
applicable to the essential duties and responsibilities

e Ability to Ssatisfyies the needs of internal and external customers accurately and
promptly, treating customers with fairness and respect.

PHYSICAL REQUIREMENTS

Exerting up to 50 pounds of force occasionally, up to 20 pounds of force frequently,
and/or up to 20 pounds of force constantly having to move objects.
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WORKING CONDITIONS

The working conditions 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.

Incumbents may be subjected to moving mechanical parts, odors, dust, poor ventilation,
chemicals, oils, extreme temperatures, inadequate lighting, and intense noises.

The City of Middletown, CT is an Equal Opportunity Employer. In compliance with the
Americans with Disabilities Act, the City will provide reasonable accommodations to
qualified individuals with disabilities and encourages both prospective and current
employees to discuss potential accommodations with the employer.

Date created: 03/17/15
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