
Vassar Public Schools 
220 Athletic St 

Vassar, MI  48768 
 

IT Technician 
Posting date:  5-17-2021 

 Individual contract with benefits 
SUMMARY: 

The person in this position is responsible for the configuration, maintenance and support of computer workstations, their peripherals, 

their software, telephones, projectors, and other audio-visual equipment. The technical support also provides technology support for 

some school events and performances, some of which occur in the evening. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES:  Other duties may be assigned. 

- Primary responsibility for incoming helpdesk support requests for hardware (Chromebooks, laptops and desktop computers, 

printers, projectors, cameras, and other peripherals) and software/systems like Google email and Drive, Microsoft Office, and 

other classroom applications. Helpdesk workload is balanced with IT Manager. 

- Troubleshooting technical issues as they arise, keeping technical staff and other coworkers informed about progress, noting what 

work was done and what the final resolution was in shared Spiceworks Help Desk System 

- In coordination with IT Director, manage users and groups in Active Directory, Group Policy objects, and other network 

services. 

- Back up the IT Director in supporting Windows servers and network, system monitoring and backup 

- Deploy computers and other hardware, operating system images, applications, and updates as needed. 

- Perform or arrange for repair of equipment or recommend replacements when repairs aren't possible or cost-effective 

- Maintain accurate inventory for hardware and consumables like printer toner 

 

QUALIFICATION REQUIREMENTS:  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 and/or EXPERIENCE: 
Associate’s degree in computer science, information technology, or a similar field. However, past work experience or equivalent 

combination of training and hands-on experience will qualify. An eye for detail. Computer savvy. Excellent communication and 

interpersonal skills. Two or more years of experience in technology support in Microsoft Windows environments involving the 

installation, configuration, and ongoing maintenance of networked PCs, their software, and peripheral equipment. 

Excellent written and verbal communication skills 

 

MATHEMATICAL SKILLS: 
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals.  Ability 

to apply concepts such as fractions, percentages, ratios, and proportions to practical situations. 

 

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.   

 

KNOWLEDGE, SKILLS and ABILITIES: 
Experience with technology and trouble shooting   

Familiarity with Google Apps administration 

Experience performing Chromebook hardware repair 

Experience with website design and maintenance 

Inventory Control 

Spiceworks (or other help desk, inventory systems) 

Experience with administering internal phone system / PBX and voicemail 

Familiarity working in a school/educational environment 

 

 

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. 

 



Be able to lift up to 50 pounds. Often the job requires the unloading of trucks of new equipment or the moving of equipment around 

the district.  While performing the duties of this job, the employee is regularly required to walk, sit, and talk or hear.  The employee is 

frequently required to stand, climb stairs and ladder.  The employee is required to bend or twist the trunk and neck more than the 

average person during the operation of a variety of power tools and equipment.  Specific vision abilities required by this job include 

close vision, color vision, and depth perception.  While performing the duties of the job the employee will visit various buildings for 

inspection and meetings.  The employee will regularly lift and push/pull and will occasionally be required to lift and push/pull such as 

file cabinets, furniture, appliances, and when unloading trucks.   

 

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 quiet to moderate depending upon daily activity.  The employee frequently meets 

multiple demands from several people.  The position requires meeting some deadlines with time constraints and irregular or extended 

work hours.  Work is performed indoors and out of doors.   

 

The employee shall remain free of any alcohol or non-prescribed controlled substance in the workplace throughout his/her 

employment in the District. 

 

 

The information contained in this job description is for compliance with the Americans with Disabilities Act (ADA) and is not an 

exhaustive list of the duties performed for this position.  The individuals currently holding this position perform additional duties and 

additional duties may be assigned. 

 

 

 

 

 

DEADLINE:  Until Filled 

Send a letter of interest, credentials and a resume to: 
Lori Hubbard, Human Resources 

Vassar Public Schools 
220 Athletic Street 

Vassar, Michigan  48768 
 


