
Corning Union Elementary School District 

Job Description 

 

JOB TITLE: COMPUTER CENTER SPECIALIST 

  
Salary Range:  17     Department: Technology 

 

Reports To:  School Site Administrator  Approved by: Board of Trustees 

June 29, 1999  
 

POSITION SUMMARY: 

Under the direction of the building principal, performs a variety of duties involved in 

installing, maintaining and troubleshooting computer equipment and related materials; 

provides instructional assistance to students and staff in the use and operation of 

computer equipment; oversees the computer lab and performs a variety of clerical duties 

as assigned. 

 

ESSENTIAL FUNCTIONS: 

Advise, tutor and instruct staff and students in the upgrading of computer skills, 

operation, use, and maintenance of computer equipment and software,  

 

Participate in the development of the computer technology program; facilitate the 

installation and maintenance of computer equipment and related materials, suggest 

appropriate grade-level software. 

 

Serve on site, and District computer technology committees; serve as a liaison to the 

community. 

 

Perform maintenance and minor repairs on computer equipment; troubleshoot system 

errors; perform upgrades and installation of new software; perform backups of student 

and staff files and software. 

 

Perform a variety of clerical duties, including compiling and maintaining records and 

files, preparing reports, operating machines and assembling packets and materials for 

students. 

 

Attend and participate in staff meetings and in-service activities as assigned; attend 

workshops, conferences and classes to increase professional knowledge. 

 

Participate in ordering and maintaining supplies and equipment; inventory materials and 

equipment; store and discard materials according to standard procedures; receive, 

assemble and test new equipment. 

 

Perform related duties and responsibilities as required. 

 



OTHER RESPONSIBILITIES: 

Operate a variety of technical computer equipment and related peripheral equipment. 

 

Operate modern office equipment. 

 

Type and enter data at a speed necessary for successful job performance, 40 wpm 

preferable. 

 

Must have ability to learn and adjust rapidly to new applications software, operating 

systems, technology and procedures.  

 

Diagnose problems in computer and peripheral equipment. 

 

Utilize diagnostic and problem solving skills. 

 

Communicate orally and in writing with staff and students. 

 

Ability to perform work with speed and accuracy. 

 

Type 40 wpm preferable. 

 

EXPERIENCE AND TRAINING: 

Any combination equivalent to experience and training that would provide the required 

knowledge, skills and abilities would be qualifying.  A typical way to obtain the 

knowledge, skills and abilities would be: 

 

EXPERIENCE: Successfully passing aide proficiency test, with one year of experience 

working with computers (minimum), working with students in a school environment 

including whole class, small group and tutorial settings. 

 

TRAINING: Equivalent to the completion of the twelfth grade.  Supplemental specialized 

training in computers is highly desirable. 

 

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. 

 

Physical aspects that this position classification must perform in carrying out essential job 

functions as follows: 

 

- Persons performing service in this position classification will sometimes exert 

10 to 20 pounds of force to lift, carry, push, pull, or otherwise move objects. 

 

- Involves standing, sitting, and walking. 



 

- Perceiving the nature of sound, near and far vision, depth perception, 

providing oral information, the manual dexterity to operate classroom related 

equipment, and handle the work with various materials and objects are 

important aspects of this job. 

 

  


