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Job Description

TITLE: LEVEL ONE TECH SUPPORT

QUALIFICATIONS:
1. Strong working knowledge of device hardware, operating system, and

application software.
2. Strong personal qualities in customer relations and working with others.
3. Successful track record demonstrating effective time management.
4. Must demonstrate an expert ability to troubleshoot the device, user account,

system, network, or connectivity problems.
5. Must demonstrate expert writing and communication skills.
6. Required criminal history background check, pre-employment sexual

misconduct/child abuse disclosure, and proof of United States citizenship or legal
resident alien status.

REPORTS TO:
✔ Technology Coordinator

JOB GOAL:
✔ Provide technology support services to students, staff, and district computer

systems and equipment in the Absecon School District

PERFORMANCE RESPONSIBILITIES:
1. Install devices, operating system software, application software, software

upgrades, printers, and other peripherals.
2. Manages student device assignment, repair, and support. Works with others

in the department to maintain procedures and communication.
3. Respond to Help Desk requests in a timely and appropriate manner.
4. Configure devices for appropriate access to network resources such as file

and print servers, email servers, The Internet, etc.
5. Instruct the end-user on the proper procedure to access network resources.
6. Works with others to maintain a physical inventory of hardware, software,

and peripheral devices when appropriate.
7. Document procedures and resolutions.
8. Attend meetings as required.
9. Attend training sessions when needed.
10.Keep abreast of emerging support technologies and trends. 
11.Perform other duties as assigned by the Technology Coordinator.

ADDITIONAL RESPONSIBILITIES
1. Responds to crisis situations
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2. Maintains confidentiality
3. Maintains a high level of quality work
4. Accurately follows oral and written directives
5. Performs work in a logical, orderly, and skillful manner
6. Adapts to changes in schedules, equipment, procedures, and methods
7. Accepts work assignments that could require additional training to perform
8. Maintains a high level of integrity and honestly
9. Works beyond standard work hours when necessary

TERMS OF EMPLOYMENT:
✔ Part-Time

EVALUATION:
Performance will be evaluated annually by the Technology Coordinator


