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BOARD OF EDUCATION


Saskatoon School Division No. 13


P O S I T I O N    D E S C R I P T I O N

Position:
NETWORK AND COMMUNICATIONS SUPPORT TECHNICIAN
Immediate Supervisor:
CHIEF TECHNOLOGY OFFICER
Core Function:


The Network and Communications Support Technician provides technical support to the school division in the area of telephony communications, networking infrastructure and departmental provisioning of services.
Duties and Responsibilities:
1. Responsible for the analysis, design, and implementation of voice communication services to end users in the division.

2. Provides coordination in the planning, delivery and documentation of direct user services for SPS computing/communications including VoIP phone services (Voice Mail programming – change/moves/adds programming).

3. Stays up-to-date on new advances in telephone PBX and computer services technology.

4. Provides departmental support on required reporting both automated and periodic, including telephone billing and services usage.

5. Under the direction of the Network Administrator, provides services related to the deployment of network connections and devices along with management and appropriate maintenance of related documentation. This includes data jack/punch down/network closet maintenance.

6. Coordinates the acquisition and maintenance of all division network and communication products as they relate to licensing and allocation.  This includes the tracking of status, costs and cost projections related to department budget planning for ongoing lease/purchase and maintenance.

7. Assists the Chief Technology Officer, in establishing the services practices that will govern the Information Systems Branch.
8. Performs such other duties as may be required to meet organizational deadlines and objectives.

Qualifications:
1. Grade XII plus completion of a certificate or diploma in a computer technology field.  A combination of education and experience may be considered.
2. Minimum two years’ experience and formal training in the operation and programming of a PBX telephone system, including configuring phone sets, voice mail and dial plans/services.  
3. One year experience in the operational management of telephone changes, moves, and adds as well as billing services is required.
4. Experience and formal training in the area of network management and maintenance.

5. Strong interpersonal, communication and analytical skills are required.
6. Familiarity with automation concepts, tools and networking technology is an asset.

7. Wide knowledge of Microsoft Office applications including database/spreadsheet technology is an asset.
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