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NORTH KITSAP SCHOOL DISTRICT  
JOB DESCRIPTION  
   
Technology - Computer Technician (Aka: Technology and Information Management Technician) 
 
Purpose of the Job 
To ensure the proper installation, alteration, maintenance, and repair of district computer systems and 
provide appropriate technical support as needed. To assist with district in-service training for hardware, 
software, and general technology use. 
 
Essential Job Functions 
1. Provide technical support for schools and district programs/offices. 
2. Maintain schedule for video conferencing. 
3. Serve as technical support for video conferencing. 
4. Serve as front line (phone) support for building computer lab technicians. 
5. Receive all incoming repair/support requests and assign as needed. 
6. Support building computer lab technicians as needed. 
7. Maintain a work-order system and audit trail for maintenance work. 
8. Configure and install computer hardware, software, and peripherals in a network environment. 
9. Provide routine preventative maintenance for computer systems and other technological equipment. 
10. Serve as the technical support for individuals at district office, transportation, and maintenance. 
11. Keep software current for district office, transportation, and maintenance offices. 
12. Prepares software updates for building computer lab technicians. 
13. Internet searching for curriculum materials. 
14. Serve as NKSD web development technical and design support for the NKSD Communications 

Office. 
15. Issue newsletters/emails to staff on technology and curriculum topics. 
16. Assist in coordinating staff development classes for technology. 
17. Verifies labs are ready for staff development classes. 
18. Assist in developing inventory procedures, assist with bar coding of technology equipment. 
19. Travel to schools throughout the District to provide technical support. 
20. Assist in completing general office assignments. 
21. Other related duties as assigned 
 
Qualifications: 
Education & Experience: 
1. High school diploma or equivalent required. 

Preferred Experience: 
2. Post high school course work in the field of technology/computer maintenance. 
3. Experience working in academic/educational environment. 
4. Experience integrating Windows workstations in a Windows Active Directory environment. 
5. Knowledge of networking concepts in both LAN and WAN environments. 
6. A+ certification preferred, other certifications like MOUS or MSCE optional. 

 
Knowledge Skills & Abilities: 
7. Training and demonstrated skills in computer operation, office and record management, word processing. 
8. Ability to gather, sort, classify, record and utilize a large amount of information effectively and 

efficiently. 
9. Ability to organize assignments and produce on an independent basis. 
10. Ability to establish and maintain effective working relations with all personnel and the public. 
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11. Interest in instructional improvement, technology services, and performing related support services. 
12. Ability to apply knowledge of hardware, application software, and operating systems on PC platforms. 
13. Ability to clearly convey technical information to non-technical clients. 
14. Ability to work effectively as a member of a team. 
15. Ability to safely lift and carry computer components weighing up to 50 pounds. 

 
Licenses, Certificates & Special Requirements: 
16. Valid Washington State driver’s license required. 
 
Reporting Relationship: 
Reports to the Director of  Instructional Technology & Assessment. 
 
Conditions of work: 
 
 
Union Affiliation: FLSA Status: Wage Range: 
SEIU non-exempt SEIU 
 
Job # Job History: 
SEIU-103 Created:  7/17/2001; Revised: 6/30/05, 10/11/10 

    
 
_______________________________               ____________________________________________ 
Immediate Supervisor      Date  Assist. Superintendent of HR & Operations Date 
 
 
This job description is not an employment agreement or contract.  District management reserves the right to 
change this job description at any time without notice 

 


