
POSITION DESCRIPTION 
WHITERIVER UNIFIED SCHOOL DISTRICT #20 

  
TITLE:  Database/Tech Support 

CONTRACT TERMS:  12 months 

SALARY CLASSIFICATION:  Support Staff Salary Schedule 

  
GENERAL STATEMENT OF RESPONSIBILITIES: 
  

Support the Director of Information Technology Services with the school district computers 
and other technological equipment needs, maintenance, and deployment of new equipment. 
Also, this position will provide support on telephone equipment and radio equipment as 
needed.  
This position may require running temporary or permanent network and telephone lines.   
Finally this position will be responsible for setting up and running the school district portable 
system and over viewing the maintenance and set up of schools’ PA systems.  

  
  

PRINCIPAL DUTIES: 
 

COMPUTER SUPPORT 
 

1. Move and reconnect computer equipment 

2. Deploy new computer equipment 

3. Install new software under the supervision of the Director of Information Technology 
Services 

4. Install local printers and set up local sharing if needed 

5. Troubleshoot basic network connectivity problems 

6. Troubleshoot basic computer software problems 

7. Troubleshoot basic technological equipment problems and call manufacturers if needed 

8. Remove paper jams in printers and solve printers’ mechanical problems if possible 

9. Assist in re-imaging computers 

10. Assist with computer inventory  

11. Create email accounts and user accounts in active directory 

 
STUDENT INFORMATION SYSTEM SUPPORT (will provide training) 

 
1. Provide support to the attendance clerk concerning software use 

2. Call the software provider’s support line to resolve problems 



3. Support the attendance clerk with SAIS submissions 

TELEPHONE SYSTEM 
 

1. Reset user passwords 

2. Help users with PBX functions such as setting up voice mail 

3. Relocate phone jacks 

4. Troubleshoot lines as needed  

5. Basic troubleshooting on PBX system (such as rebooting the system) 

 
PA SYSTEMS 
 

1. Install and run the school district portable PA system as needed 

2. Provide support to schools’ portable systems 

3. Provide support and maintenance on other fixed PA systems and their extended 
functions 

 
RADIO EQUIPMENT 
 

1. Troubleshoot portable and bus radios  

2. Install portable and bus radios  

 

SUPERVISION 
 

1. None during normal time of operation 

2. May lead a small team of up to 5 persons during summer maintenance operations 

 

AVAILABILITY 

1. Usual working hours are 8 hours from Monday through Friday somewhere between 7:00 
a.m. and 6:00 p.m. (to be determined by the Director of Information Technology Services. 

2. May be required to flex time to cover evening or weekend events  

 
MINUMUM QUALIFICATIONS: 
 

1. High school degree  
2. Some training in the technology field 
3. Two years of experience in working in a similar position 
OR Any equivalent combination of experience, training, and/or education 
 



 
KNOWLEDGE, SKILLS, AND ABILITIES: 
 

1. Proficient in the following computer skills: 

 MS-Office products 

 Computer hardware 

 Windows 98 and XP operating systems 

 Working knowledge of PBX telephone system and public telephone carrier 
infrastructure  

 Ability to understand and assimilate new operating systems and software 

 Basic understanding of a database  

 Installing an OS and application software 

 Connecting technological (PC, printer, projector) equipment together 

 Understanding basic network topology 

2. Ability to compose an email and send it with an attachment 

3. Ability to use a CAT5 and CAT3 cable tester and tone generator 

4. Ability to crimp RJ45, RJ45 cross-overs, and RJ11 cables 

5. Ability to punch a patch panel and a block 

6. Ability to connect a PA and any other audio system 

7. Ability to use a volt meter 

8. Ability to fish low voltage cables in walls and run low voltage cable in ceilings  

9. Understanding of industrial building (such as a school) structure 

  
PERFORMANCE EXPECTATION: 
TIME MANAGEMENT: Routine work with little advance planning needed. 
 
STRESS MANAGEMENT: Low stress with time deadlines.  
 
PUBLIC CONTACT:  Interacts primarily with other students.  
 
RESPONSIBILITY:  Uses own initiative and judgement in performing job.  
 
EVALUATION PROCEDURES:  In accordance with provisions specified in governing board policy. 
  
DIRECT SUPERVISION RECEIVED:  Director of Information Technology Services 
 
SUPERVISION GIVEN:  None 
  



 


