ALAMEDA UNIFIED SCHOOL DISTRICT

Excellence & Equity For All Shudents

Title | Technology Assistant Reports To: | Director of Technology or Designee

Department: | Technology Bargaining Unit: | [] CSEA 860 [] Management

XI CSEA 27 [] Confidential

1 AEA [ 1 Unrepresented
Hours: | Varies No. of Work Days: | 261

FLSA Type: | [] Reclassification

Classification: | [ ] Exempt [ ] Update of job description
X] Non Exempt XI New job description

[] Contract [] Licensed

[] Executive Cabinet [] Unrepresented
Salary | [] Administrative/Supervisory X CSEA 27 — Range 37

Schedule: | [] Confidential [ ] CSEA 860

DEFINITION

Under general supervision, the Technology Assistant performs a variety of technical and clerical tasks
that support technology services operations; and performs related duties as assigned.

SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from Director of Technology or designee.
Exercises no supervision of staff.

ESSENTIAL FUNCTIONS

e Perform simple installations and configurations for a variety of computer hardware, software, and
peripherals with a focus on student access and use.

e Perform simple hardware and software troubleshooting, diagnostics, maintenance, cleaning and
repairing with a focus on student devices.

e  Work with collaboratively with staff to troubleshoot and resolve issues.

e Assist in the maintenance of IT standards and documentation.

e Collect technology equipment and distribute it to students/classrooms; maintains accurate inventory
of instructional technology equipment.

e Prepare, organize, and maintain records and files.
Assist with the clerical operations of the department. Examples: data entry and help desk support

e Research, compile, and organize information and data on topics related to assigned programs and/or
projects; prepares and assembles reports and other informational materials.

e Stays abreast of current trends and developments in the field of technology, software, and programs.

e Review and complete assigned work orders in a timely and efficient manner.

e Perform other related duties as assigned.
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OQUALIFICATIONS

Knowledge of:

e Applications and functions of computer hardware, software, and peripheral devices.

e Principles and practices of data collection and report preparation.

e Applicable Federal, State, local and District policies, codes, regulations, technical processes, and
procedures related to the program to which assigned.

e Office practices, methods, and computer equipment and applications, including word processing,

database and spreadsheet applications.

Record keeping principles and procedures.

Basic technical skills and aptitude to learn technology to help support the IT department.

Appropriate English usage, grammar, spelling, punctuation, and vocabulary.

Effective practices in dealing with parents/guardians, students, and District staff.

Ability to:

Be organized and structured with work tasks, complete in a timely manner and meet deadlines.
Respond to and effectively prioritize workload.

Follow verbal and written plans and technical instructions with minimal supervision and guidance.
Present information about technical issues clearly, both verbally and in writing.

Compose and prepare basic reports, correspondence, and other written materials independently or
from brief instructions.

Establish and maintain a variety of filing, record keeping, and tracking systems.

Communicate effectively both orally and in writing.

Type with reasonable speed and accuracy.

Operate standard office equipment including a computer and assigned software.

Establish and maintain cooperative and effective working relationships with others.

Maintain confidentiality of sensitive and privileged information.

Interpret, apply, explain, and ensure compliance with applicable Federal, state, local, and District
policies, procedures, and regulations.

e Conduct research; analyze, interpret, summarize, and present technical information and data in an
effective manner.

Education and Experience:

Experience:
e Demonstrated experience with computer hardware or software.

Education:

e High school diploma or equivalent to the completion of the twelfth (12%) grade.
e Specialized training in technology or related field.

o Completion of 2 years of college-level coursework preferred.

Licenses and Certifications:

e Valid California driver’s license, reliable transportation, and evidence of insurance.
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PHYSICAL DEMANDS
Frequency Key: None (N); Occasional - up to 25% of shift (O); Intermittently — up to 50% of
shift (I); Frequently — up to 75% of shift (F).

Activity Frequency Activity Frequency
Bend I Lift/carry 0-10 Ibs F
Twist I Lift/carry 11-25 lbs I
Squat 1 Lift/carry 26-40 lbs (0)
Kneel 1 Lift/carry 41-100 lbs (0)
Climb (0] Stand F
Reach above shoulder I Walk F
Grip/Grasp F Sit 1
Extend/Flex Neck (0) Drive |
Use Dominant Hand F Perform Repetitive Hand Motions F
Use Non-Dominant Hand (0) Keyboarding/Mouse Work F
Ability to See F Ability to Hear F

ENVIRONMENTAL ELEMENTS

Employees primarily work in an office environment with moderate noise levels, controlled temperature
conditions, and no direct exposure to hazardous physical substances. Employees occasionally work
outdoors and are exposed to dust, fumes, allergens, vermin, parasites, or insects.

THE ALAMEDA UNIFIED SCHOOL DISTRICT IS AN EQUAL OPPORTUNITY EMPLOYER and,
in compliance with federal and state laws, does not discriminate in any employment practice on the basis

of age, ancestry, color, marital status, medical condition, national origin, political or union affiliation,
physical or mental disability, race, religion, sexual orientation or sex.
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