SAN BERNARDINO COMMUNITY COLLEGE DISTRICT
Computer Technician (Continued)

San Bernardino Community College District

Computer Technician

Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class. Specifications are not intended to reflect all duties performed within the job; however, any additional duties will be reasonably related to this class.

Summary Description

Under general supervision, assists faculty, staff, and students in operating and troubleshooting a variety of technical equipment including computers, printers, and copy machines in campus wide areas or in an assigned area or lab.

representative Duties

The following duties are typical for this classification.

1. Assists faculty, staff, and students with the general use of a variety of personal computers and other technical equipment; demonstrates procedures and functionality.

2. Assists students in accessing email, blackboard accounts, class registration, financial aid applications, websites for class research, and distance education programs.

3. Troubleshoots, repairs, and maintains LAN, including computers, hubs, switches and other peripheral devices.

4. Performs routine maintenance on computer hardware and copiers.

5. Installs computer software; sets up computer hardware for use in a laboratory environment; cleans and maintains computer related hardware and copiers.

6. Troubleshoots malfunctions and performs repairs to hardware and software; prepares equipment for major repairs.

7. Performs software maintenance on hard disks and LAN.

8. Creates simple computer programs to provide ease-of-use for computer users; learns the operation of software in order to train students and staff.

9. Maintains inventory of computer related equipment and software; notes when ordering is necessary.

10. May provide training or supervision to student assistants.

11. Performs related duties as required.

QUALIFICATIONS

The following generally describes the knowledge and ability required to enter the job and/or be learned within a short period of time in order to successfully perform the assigned duties.

Knowledge of:

Considerable knowledge of operation and repair of a variety of personal computer hardware and software.

Routine maintenance procedures for copiers and computer hardware.

Record keeping and office operation practices.

Working knowledge of basic supervisory principles.

Ability to:

Operate and repair personal computer hardware and office equipment.

Fill out forms and prepare simple correspondence.

Coordinate the work of others.

Follow oral and written instructions.

Set up and maintain computer stations.

Maintain records and files.

Organize, inventory and store equipment and materials.

Meet strict work schedules and deadlines.

Communicate clearly and concisely, both orally and in writing.

Establish and maintain effective working relationships with those contacted in the course of work.

Education and Experience Guidelines - Any combination of education and experience that would likely provide the required knowledge and abilities is qualifying. A typical way to obtain the knowledge and abilities would be:

Education/Training:
Equivalent to the completion of the twelfth grade supplemented by college level course work in computer science or a related field.

Experience:
Two years of experience in the operation and repair of computer equipment and other office equipment.

physical demands and WORKING ENVIRONMENT

The conditions 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 job functions.

Environment: Work is performed primarily in a standard office setting.

Physical: Primary functions require sufficient physical ability and mobility to work in an office setting; to stand or sit for prolonged periods of time; to occasionally stoop, bend, kneel, crouch, reach, and twist; to lift, carry, push, and/or pull light to moderate amounts of weight; to operate office equipment requiring repetitive hand movement and fine coordination including use of a computer keyboard; and to verbally communicate to exchange information.

Vision: See in the normal visual range with or without correction; vision sufficient to read computer screens and printed documents; and to operate assigned equipment.

Hearing: Hear in the normal audio range with or without correction.
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