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DZILTH-NA-O-DITH-HLE COMMUNITY GRANT SCHOOL 
JOB DESCRIPTION 

 
 
TITLE:  Technology Specialist  EMPLOYMENT TERM:       TBD 

 
DEPARTMENT: School Wide  EXEMPT/NON-EXEMPT:   Non-Exempt 

 

QUALIFICATIONS: 
1. AA Degree or 1 + years’ experience in a technical support role. 

2. Familiar and understand the functions of basic computer hardware and software. 
3. Ability to install, test, and configuration new computers and software. 

4. Must have strong time management skills and work with little supervision. 
5. Ability to read technical manuals and follow design and installation specifications. 

6. Knowledge of audio and multimedia event set-ups. 

7. Ability to work successfully on a team. 
8. Willingness to learn new technical routines. 

9. Ability to lift and carry computer equipment and supplies weighing 50 pounds. 
10. Must be dependable and punctual in attendance at work. 

11. Must be able to attend bi-weekly, afterschool, and/or weekend meetings/trainings. 

12. Bilingual (Navajo/English) preferred. 
13. Must have a valid driver’s license. 

 
NAVAJO PREFERENCE: 

Preferential consideration for employment will be given to persons of documented Navajo tribal 
membership who meet the qualifications above, in accordance with the requirements of the Navajo 

Preference in Employment Act. 

 
SUPERVISED BY: Principal  

 
WORKING HOURS: 40 hours per week 

 

POSITION GOAL: To maintain computer equipment and provide support to anyone within the 
DCS who needs technological assistance.  To provide tech support for 

remote learning for students, parents, and teachers.  To work closely with 
the Technology Assistant for the overall success of the technology 

department.  

 
DUTIES AND RESPONSIBILTIES: 

1. Assists teachers, students, parents, and staff in the operation of computers, peripheral 
equipment and use of software and provides hardware, software and printer support as 

appropriate 
2. Assists teachers in the use and application of classroom computers and Promethean Boards and 

its interactive tools. 

3. Assists school personnel in researching software and making purchase recommendations, based 
on student learning objectives and needs of the organization.  

4. Assists school personnel in maintaining accurate inventory of hardware, software, equipment, 
and supplies. 

5. Assists with providing trouble-shooting for computers, Promethean Boards and its interactive 

tools, printers, software, and network on campus.  Refers difficult repairs to the Technology 
Contractor 

6. Assists with installation, testing, and configuration of new computers and software, and updates 
existing computers on an on-going basis, as appropriate. 
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7. Conducts and/or assists with workshops, in-service, and training for teachers, parents, students, 
and staff on hardware, software, and other technology, as necessary. 

8. Provides maintenance for computers throughout the campus and detects and reports hardware 
and software problems. 

9. Assists with setting up teachers’ email, network, and phone accounts.  

10. Maintains strict confidentiality of all school and technology records and privileged information. 
11. Reads technical manuals, confers with users and provide technical assistance and support. 

12. Introduces staff to various computer experiences for the purpose of increasing knowledge, skills, 
and abilities in the operation and use of computer hardware and software. 

13. Works independently with minimal direction. 
14. Communicates clearly and concisely, both verbal and in writing. 

15. Understands and follows verbal and written directions. 

16. Maintains effective working relationships with those contacted in the course of work. 
17. Performs other duties as assigned. 

 
EVALUATION: 

Will be evaluated in accordance with the Dzilth-Na-O-Dith-Hle Community Grant School policies and 

procedures. 
 

CERTIFICATION 
 

The statements outlined in this position description are intended to describe the general nature and 
level of work being performed by people assigned to this position.  This is not intended to be 

construed as an exhaustive list of all responsibilities, duties, and skills that may be required. 

 
“I have carefully reviewed the above description of the qualifications, duties, and responsibilities of 

this position and certify acceptance of this description as complete and accurate.” 
 

 

 
_________________________________________________       _____________________________ 

Employee       Date 
 

 

 
_________________________________________________ _____________________________ 

Immediate Supervisor      Date 


