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JOB DESCRIPTION 
  

TITLE       MANAGER, TECHNOLOGY AND REPAIR 

 

QUALIFICATIONS   

 

 To perform this job successfully, an individual must be able to perform each essential duty 

satisfactorily.  The requirements listed below are representative of the knowledge, skill, 

and/or ability required.  Reasonable accommodations may be made to enable individuals 

with disabilities to perform the essential functions. 

  

Education/ 

Experience 

Associate’s degree with an emphasis in Computer Information 

Systems, Computer Science or related field from college or technical 

school; or three years related experience and/or training; or 

equivalent combination of education and experience.  A Certified 

Network Engineer or Microsoft Certified Network Engineer 

certification may be used in lieu of an Associate’s degree if enrolled 

in a degree-seeking program. Experience in implementing 

instructional technology in the classroom.  Experience with desktop 

management software, anti-virus software and general software 

implementation required. 

 

Language Skills Ability to read, analyze, and interpret general business periodicals, 

professional journals, technical procedures, or governmental 

regulations.  Ability to write reports, business correspondence, and 

procedure manuals.  Ability to effectively present information and 

respond to questions from groups of managers, clients, customers, 

and the general public. 

 

Mathematical Skills  

 

Ability to calculate figures and amounts such as discounts, interest, 

commissions, proportions, percentages, area circumference, and 

volume.  Ability to apply concepts of basic algebra and geometry. 

 

Certificate/License Cisco Certified Network Administrator (CCNA), Novell Certified 

Network Engineer (NCNE), and Microsoft Certified Network 

Engineer (MCSE) preferred. 

 

Reasoning Ability Ability to define problems, collect data, establish facts, and draw 

valid conclusions.  Ability to interpret an extensive variety of 

technical instructions in mathematical or diagram form and deal with 

several abstract and concrete variables. 

 

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 sit, talk and hear.  The employee is required to stand and 



  

walk; use hands to finger, handle or feel; reach with hands and arms, 

and stoop, kneel, crouch, or crawl.  The employee must occasionally 

lift and/or move up to 50 pounds.  Specific vision abilities required 

by this job include close vision, distance vision and ability to adjust 

focus.  The employee shall remain free of any alcohol or 

non-prescribed controlled substance in the workplace throughout 

his/her employment by the District. 

 

Work Environment The work environment characteristics described here are 

representative of those an employee encounters while performing the 

essential functions of this job.  Reasonable accommodations may be 

made to enable individuals with disabilities to perform the essential 

functions.  The noise level in the work environment is usually 

moderate. 

 

REPORTS TO 

 

Director of Technology 

 

GENERAL RESPONSIBILITIES 

 

1. Develops and oversees the implementation of the district Five-Year Technology Plan. 

 

2. Assists schools and instructional and administrative departments in identifying program 

and administrative needs and developing acquisition strategies. 

 

3. Manages the acquisition, accountability, and distribution of technology equipment. 

 

4. Develops standards for software and hardware implementation and works with 

Coordinator of Network Technology to implement those standards. 

 

5. Manages complete computer and end-user equipment lifecycle from selection, 

acquisition, distribution, support, and disposal. 

 

6. Supervises Repair Support Specialists. 

 

7. Supervises the maintenance and repair of computer desktops, laptops, printers, and other 

technology equipment. 

 

 

SPECIFIC RESPONSIBILITIES 

 

1. Assists the Coordinator of Network Technology, Coordinator of Administrative 

Technology, Director of Instructional Technology and other district staff to develop a 

Five-Year Technology Plan. 

 

2. Oversees the implementation of the Five-Year Plan, including annual updates and 

review of completion of the tasks outlined in the plan. 

 

3. Develops district technology budget recommendations and guidelines for the acquisition 

and replacement of hardware and related technologies. 

 



  

4. Oversees the acquisition and distribution of technology equipment in accordance with 

the district Technology Plan and ensures property accountability. 

 

5. Files an annual plan to request funds available under the Universal Service 

Administrative Company (E-Rate) and submits supporting documents to receive funding 

provided. 

 

6. Reconciles on an annual basis the fixed asset list provided by the Business Services 

Department to track property records assigned to the Department of Technology. 

 

7. Co-chairs the District Technology Team with the Director of Instructional Technology 

to provide feedback to the Coordinator of Network Technology, Coordinator of  

Administrative Technology, and the Director of Technology on the effectiveness of 

services provided by the department of Technology. 

 

8. Develops standard operating procedures for software implementation and works with the 

Coordinator of Network Technology to implement those standards. 

 

9. Maintains and improves the district anti-virus software through automation of routine 

tasks and update of virus signatures when released by anti-virus vendor. 

 

10. Assists the Director of Instructional Technology and the Coordinator of Network 

Technology to test, document and approve district-support software. 

 

11. Assists Network Technology in standardizing the installation, configuration and 

maintenance of management software to include all management software ranging from 

Quality of Service software to Desktop management software. 

 

12. Develops and executes plans for hardware and software upgrades or replacement, as 

appropriate. 

 

13. Supervises the Repair Support Specialists. Provides training to ensure responsible 

support to schools. Fulfills associated personnel functions. 

 

14. Performs such other duties as assigned. 

 

 


