Desc. 1400-0320

PLYMOUTH COMMUNI TY SCHOOL CORPORATI ON
JOB DESCRI PTI ON

JOBTITLE: Computer Technical Assistant

EXEMPT: No

SALARY LEVEL: Per Classified Policy — Technology Classified Personnel
LOCATION: Plymouth Community School Corp.

REPORTSTO: Director of Technology and Building Principals

LENGTH OF WORK: 9 months/ year

ESSENTIAL FUNCTIONS Iincludethefollowing. Other duties may be assigned.
1. Serviceorder database data entry of new and existing orders.
2. Filecompleted service ordersand production reports.
3. Enter production gtatisticsinto spreadsheet for monthly and annual reporting.
4. Answer telephone/check answering machine and write up new service orders and take messages.
5. Processrequest for quotationsto specified vendors.
6. Writeup purchaserequisitionsfor approval signatures.
7. Perform shipping/receiving dutiesfor new product and returns.
8. Useword processor to type department procedurelistsand other information.
9. Processtimecardsfor technicians.
10. Other miscellaneousfiling and related duties as needed.
11. Maintain inventory control.
12. Maintain a positivereationship with other staff, parents, and students.
13. Check cc:Mail daily at PHSfor new servicerequestsand other correspondence.

14. Responsiblefor communication of infor mation from the Technology Department to therest of the
corporation in theform of monthly newdetters, statusreports, etc.

15. Keep track of budget accountsthat aretheresponsibility of the Technology Department.

16. Makesuretechnicianstag all new equipment with “asset label” and that appropriateformsare
completed for additions, transfersand deletions.

17. Maintain vital information handout and building password lists.

QUALIFICATION REQUIREMENTS
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Toperform thisjob successfully, an individual must be ableto perform each essential function
satisfactorily. Therequirementslisted below arerepresentative of the knowledge, skill, and/or ability
required. Reasonable accommodations may be madeto enableindividualswith disabilitiesto perform
the essential functions.

EDUCATION and/or EXPERIENCE:
High school diploma or general education degree (GED) plus extensive computer knowledge; or
onetothreeyearsrelated experience and/or training; or equivalent combination of education
and experience.

LANGUAGE XILLS:
Ability to read and inter pret documents such as safety rules, operating and maintenance
instructions, and procedure manuals. Ability towriteroutinereportsand correspondence.
Ability to speak effectively before groups of children, parents, or employees of the school
organization.

MATHEMATICAL KILL:
Ability to add, subtract, multiply, and dividein all units of measure, using whole numbers,

common fractions, and decimals. Ability to apply concepts such asfractions, percentages,
ratios, and proportionsto practical situations.

REASONING ABILITY:
Ability to solve practical problemsand deal with a variety of concrete variablesin situations
whereonly limited standar dization exists. Ability tointerpret avariety of instructions
furnished in written, oral, diagram, or schedule form.

OTHER SKILLSand ABILITIES:
The employee should be able to use the following machines, tools, equipment, and work aids which may
be representative, but not all inclusive, of those commonly associated with thistype of work: pen, pencil,
pointer, date, stylus, projector, public addr ess system, taperecorder, blackboard, chalk, charts,
diagrams, examinations, manuals, maps, publications, r eference books, adding machine, textbooks,
computers. Employee must be proficient in running the following softwar e packages, which may be
representative, but not all-inclusive: Windows9X, MSWord, MSExcel, Lotus1-2-3, Corel
WordPerfect 8, and Netscape Navigator.

PHYSICAL DEMANDS:
The physical demands described here arerepresentative of thosethat must be met by an employeeto
successfully perform the essential functions of thisjob. Reasonable accommodations may be madeto
enableindividualswith disabilitiesto perform the essential functions.

While performing the duties of thisjob, the employeeisregularly required totalk or hear. The
employeefrequently isrequired to stand, walk, sit, use handsto finger, handle, or feel objects,
tools, or controls, reach with handsand arms, and taste or smell.

The employee must frequently lift and/or move up to 10 pounds. Specific vision abilities
required by thisjob include close vision, distance vision, color vision, peripheral vision, depth
per ception, and the ability to adjust focus.
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WORK ENVIRONMENT:
Thework environment characteristics described here arerepresentative of those an employee
encounterswhile performing the essential functions of thisjob. Reasonable accommodations may be
madeto enableindividuals with disabilities to perform the essential functions.

Thenoiselevel in thework environment isusually moder ate.

TERMSOF EMPLOYMENT:
Ninemonthsper year. Salary and benefitsasper Classified Policy.

EVALUATION:
An evaluation will be done on the employee's performance after thefirst thirty daysand then on an
annual basis.

Revised 12/8/00
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