
 
 

IT SUPPORT SPECIALIST  
 

St. John's Episcopal School, a faith-based independent school in Rancho Santa Margarita for students 
two years old through eighth grade, is hiring an IT Support Specialist to join its Information Technology 
team. This position is available immediately. 
 
About the Role 
Reporting to the Chief Innovation and Learning Officer and working in close coordination with the 
Systems & Database Administrator, the IT Support Specialist serves as the primary hands-on 
technology support resource for St. John's Episcopal School. The Specialist provides direct, day-to-day 
assistance to faculty, staff, and students across all technology needs, including hardware and software 
setup, audio-visual systems, physical network tasks, and the general upkeep of the school's technology 
environment. 
Essential Functions 
• Serve as the primary and first responder for all technology support requests from faculty, staff, 

and students, diagnosing and resolving hardware, software, connectivity, and audio-visual issues 
in a timely manner. 

• Manage Mobile Device Management (MDM) platforms (e.g., Intune, Mosyle) for imaging, 
deployment, updates, and patching of computers and mobile devices; provision and manage user 
accounts, permissions, and passwords in Active Directory and Microsoft 365 under the direction 
of the Systems & Database Administrator. 

• Assemble, install, configure, and test computer hardware, peripherals, and incoming equipment, 
including computers, mobile devices, phone systems, and audio-visual equipment. 

• Install, configure, and maintain audio and video equipment in classrooms, the auditorium, and 
meeting rooms; set up and manage audio-visual support for school events and presentations, 
including some evenings and weekends as needed. 

• Assist with the physical maintenance of the school's network infrastructure (cabling, patch 
panels, hardware components); maintain IT asset inventory and coordinate warranty and repair 
work with vendors. 

• Support the deployment of applications through enterprise imaging and software distribution 
technologies (e.g., GoGuardian), and help maintain system security and the protection of 
confidential information and electronic data. 

• Prepare and maintain records and reports related to user accounts, work performed, and parts 
inventory; attend technology-related workshops and conferences to maintain current 
knowledge. 

Qualifications 
• Associate's degree in computer science, information technology, or a related field; Bachelor's 

degree preferred. 
• Any combination equivalent to an associate's degree and two or more years of relevant hands-on 

IT support experience. 
• Technical certifications desired: CompTIA Network+, Microsoft 365, Apple, GoGuardian, Mosyle, 

Intune. 
• Working knowledge of Active Directory, Microsoft 365, and basic network fundamentals. 
• Strong interpersonal and communication skills, with the ability to support non-technical users 

with patience and clarity. 



 
 

Physical Requirements & Work Environment 
• Visual acuity: close range, distance, color, and depth perception. 
• Fine motor skills: finger dexterity, hand-eye coordination, pincer grasp, precision, and speed. 
• Ability to perform some climbing and balancing for equipment installation and maintenance. 
• Ability to work outdoors and in a climate-controlled environment. 
• Ability to lift up to fifty (50) pounds. 
• Ability to be mobile up to eight (8) hours per day. 
• Stooping, bending, kneeling, standing, walking, reaching, grasping, pushing, and pulling. 

General Expectations for all Employees 
• Attendance and Punctuality: Consistently arriving on time and adhering to attendance policies. 
• Attention to Detail: Performing tasks accurately with a focus on quality. 
• Communication: Active listening and ability to share information in a straightforward and easy-

to-understand manner, both verbally and in writing. 
• Completing Tasks: Completing assigned work as instructed. 
• Compliance: Adhering to policies and procedures. 
• Professionalism: Maintaining a professional demeanor, including dress code and communication 

style. 
• Problem-Solving: Identifying and resolving issues independently or with the team. 
• Respect: Treat all individuals with courtesy and dignity. 
• Teamwork: Collaborating effectively with colleagues to achieve shared goals. 

Compensation 
• Anticipated Salary Range: $60,000 – $68,000, with placement based on education, experience, 

and St. John's established compensation framework. 
Non-Exempt, Hourly — Full-Time, 12-Month Position. 
Benefits 
• Medical and dental insurance, with employee-only monthly premiums for certain plans paid fully 

by the school. 
• Employer-paid life insurance. 
• Employer-paid pension plan, with full immediate vesting and limited match. 
• Personal and health leave. 
• Paid school holidays. 
• Tuition remission for children of faculty and staff. 

How to Apply 
All candidates must apply directly through the St. John's Career Opportunities web page 
(https://www.stjohns-es.org/employment). Applicants must complete an online application and 
include a resume with a cover letter. We encourage applicants to provide other supporting 
documentation, such as copies of degrees, licenses, special certifications, and letters of reference. 
 
It is the policy of St. John's Episcopal School to conduct our relationship with employees and applicants under Title VII of the Civil Rights Act of 1964 without 

regard to race, color, religion, ancestry, national or ethnic origin, gender, age, physical or mental disability, medical condition, marital status, sexual 

orientation, political affiliation or belief or any other characteristics protected by federal, state or local laws. The employment-related provisions of the 

Americans with Disabilities Act (ADA), as well as the California Fair Employment & Housing Act (FEHA), apply to all employees and job applicants. 


