
TRINITY COUNTY OFFICE OF EDUCATION 

POSITION:   IT SUPPORT SPECIALIST I, II, III 

SALARY:   Classified Salary Schedule – Range H, I, J 

REPORTS TO:   Technology Director 

APPLICANTS MUST BE ABLE TO PASS A PHYSICAL ASSESSMENT. IN COMPLIANCE WITH A.B. 1610, THE 
TRINITY COUNTY OFFICE OF EDUCATION CANNOT EMPLOY YOU UNTIL YOU HAVE RECEIVED CLEARANCE 
FROM THE DEPARTMENT OF JUSTICE (DOJ) AND THE FEDERAL BUREAU OF INVESTIGATION (FBI). 
 
PRIMARY FUNCTION:  Under general direction, supports the technology needs of the TCOE office and the 
school districts of Trinity County, including but not limited to computer hardware and software support; 
networking support; technology recommendations and training. 

DISTINGUISHING CHARACTERISTICS:  Level I support specialists are expected to be proficient in at least 5 of 
the following duty examples and able to perform them as directed and supervised.  Level II support 
specialists are expected to be proficient in at least 9 of the following duty examples with at least 2 being 
from item 9 through 15 and be able to perform them with moderate supervision.  Level III support specialists 
are expected to be proficient in most of the following duty examples and be able to perform them with little 
or no supervision. 

DUTY EXAMPLES: 

1. Installation, maintenance and repair of computer hardware including Apple, PC and Chromebook 
platforms and peripherals, including networking. 

2. Install, configure and maintain software such as: Classroom instructional software; office productivity 
software and desktop publishing software.  

3. Evaluate and/or recommend desktop/portable computer hardware purchases. 
4. Evaluate and/or recommend networking hardware purchases. 
5. Evaluate and/or recommend computer software purchases. 
6. Provide technical support to staff at TCOE and districts around the county, including leading various 

one-to-one or group training sessions.  
7. Maintain documentation relating to equipment, policies and procedures. 
8. Recommend/Establish policies and procedures regarding Technology use and services. 
9. Initiate new projects and help plan for the future of TCOE Technology uses. 
10. Design/maintain web sites of participating school districts and TCOE departments. 
11. Desktop publishing of items such as flyers and forms. 
12. Install, configure and maintain TCOE and district servers, some of which are Windows servers and 

some *nix servers. 
13. Install, configure and maintain district-wide software including but not limited to: Student 

Information Systems; Cafeteria planning and Point-of-Sale systems; Library management systems; 
Accounting software; Anti-virus systems; network monitoring.  

14. Maintenance of TCOE and district email systems including Postfix/IMAP, Microsoft Exchange and 
Google Mail. 

15. Administration of G-Suite applications for TCOE and districts. 
16. Provide design and support for complex LANs and WANs in Trinity County schools. 
17. Other duties as assigned 



KNOWLEDGE AND ABILITIES (in addition to those required for specific duties as described above): 

1. Strong interpersonal skills - able to work well on a team.  
2. Good communication skills - capable of explaining simple or complex procedures verbally and in 

writing. 
3. Good telephone communication skills - able to answer helpdesk calls and, where appropriate, walk 

clients through procedures over the phone. 
4. Good troubleshooting skills for hardware, software and network problems. 
5. Ability to work well individually, without supervision. 
6. Ability to prioritize tasks, including adapting to changing circumstances. 

      

EDUCATION AND EXPERIENCE: 

1. High School Diploma or equivalent.   
2. Previous experience in customer support; Apple and Windows platform support; Windows and *nix 

server operations and system administration; LAN and WAN support. 
3. Previous experience in an educational setting preferred. 

      

WORKING CONDITIONS: 

ENVIRONMENT: (characteristics described here represent what an employee encounters while performing 
the essential functions of this job). 

Primarily an office environment with occasional trips into attics, basements and mountainsides. 
Frequent sales calls, helpdesk calls, and helpdesk walk-ins. 
Moderate noise level due to close proximity to server rack. 
      
PHYSICAL DEMANDS:  
      
1.  Persons performing service in this position classification will exert 10 – 20 pounds of force 
frequently to lift, carry, push, pull or otherwise move objects. 
2.  This type of work involves sitting much of the time, but may involve running, walking or 
standing for moderate periods. 
3.  Perceiving the nature of sound; near and far visual acuity; depth perception; providing oral 
Information; the manual dexterity to operate business related equipment and handle and work 
with various materials and objects are important aspects of this job. 
      
AMERICANS WITH DISABILITIES ACT ASSISTANCE 

The physical demands described herein 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. 
      
NOTE:   Arrangements may be made to accommodate applicants with disabilities. For arrangements, please 
inform the Business Office in writing or by telephone by the filing deadline posted on the bulletin. 
      


