
 

I.S.S./TECHNOLOGY ASSISTANT  

REPORTS TO:  Technology Director  
  
FLSA STATUS:  non-Exempt  
  
TERMS OF EMPLOYMENT:      1 FTE 240 day position to be paid on the Para salary schedule.  
  
EVALUATION:  Performance of this position will be evaluated regularly in accordance 

with the Board’s policy on the evaluation of non- certificated staff.   
  

Job Summary:   Technology: Position's primary focus is to assist in the areas of computer operations, 
user and desktop support (hardware and software), helpdesk, and data management. Performs a variety 
of moderately complex information technology support duties to ensure smooth delivery of technology 
services.  I.S.S.: To supervise students assigned to in-school suspension and to provide them with 
instructional assistance that enables them to learn and achieve as much as possible while assigned to in-
school suspension. 

Typical Duties: 
 

1. Sets up and configures desktop computers, peripherals and accounts assigning security level; 
 

2. Installs software and installs and repairs hardware and peripherals; 
 

3. Tests programs; 
 

4. Troubleshoots, diagnoses problems, implements corrective action procedures within 
prescribed guidelines and/or escalates to other technical resources as appropriate; 

 
5. Maintains systems, databases and web pages; 

 
6. Administers user accounts; 

 
7. Designs and produces basic reports; 

 
8. Sets up and submits production jobs and edits and debugs computer output; 

 
        10. Transfers computer files between platforms; 
 

11. Provides basic troubleshooting, repair and maintenance for computer equipment (e.g. 
microcomputers, disk drives, and laser printers) and may assist with testing personal 
computers and peripherals on a network to diagnose, hardware versus software problems; 

 
12. Maintains records; 

 



 

13. Related duties as required. 
 

I.S.S. Typical Duties: 

1. Plans and prepares the ISS delivery model to include, but not limited to appropriate 
physical environment, schedules and procedures, information/communication plan for 
school staff members, life skills preparation, and resource file for students. 

2. Provides appropriate instructional assistance and support for students. 
3. Coordinates and communicates with classroom teachers in assisting students in the 

continuation of classroom assignments. 
4. Interacts with students, individually and/or in groups, to assist them in accepting 

responsibility for their behavior and for changing that behavior. 
5. Adheres to district policy, procedures, regulations in a supportive manner; 

demonstrates loyalty to the school and its leadership; avoids behavior which detracts 
from staff morale; works cooperatively with colleagues and the community; helps 
maintain a positive, cooperative climate. 

6.  
 
Requirements 
Education: 60 college hours and with data processing training, computer operations training, or 
experience in a multi-operation system or production control environment preferred. 
 
Skills and Experience: . May require the knowledge of a variety of hardware as well as software, 
programming languages, and operation systems. May be tested on 
appropriate computer skills as required. 
 

PHYSICAL DEMANDS:  The physical demands described here are representative of those that must 
be met by an employee to successfully perform the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions.  
  

While performing the duties of this job, the employee is regularly required to stand, walk, sit, and talk 
or hear.  The employee is frequently required to reach with hands and arms, and stoop, kneel, crouch, 
or crawl.  The employee must occasionally lift and/or move up to 25 pounds.  Specific vision abilities 
required by this job include close vision, distance vision, and the ability to adjust focus.  

 

 The above describes the general nature and level of work being performed by individuals 
assigned to this job. This is not intended to be an exhaustive list of all responsibilities    
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