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ESSENTIAL/NON-ESSENTIAL FUNCTIONS
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SPECIAL/ADDITIONAL REQUIREMENTS AND DESIRABLE QUALIFICATIONS

PERSONAL CONTACTS

EMPLOYEE ACKNOWLEDGEMENT
I have read and understand the duties and requirements listed above, and I am able to perform these duties with or 
without an accommodation. (If you believe an accommodation may be necessary, or if unsure of a need for an 
accommodation, inform the hiring supervisor or the Accommodations Coordinator at Accommodations@cde.ca.gov.) 

EMPLOYEE NAME EMPLOYEE SIGNATURE DATE

MANAGER/SUPERVISOR ACKNOWLEDGEMENT
I certify this duty statement represents a current and accurate description of the essential functions of the position. I have 
discussed the duties of this position with the employee and provided the employee a copy of this duty statement.

MANAGER/SUPERVISOR NAME MANAGER/SUPERVISOR SIGNATURE DATE

HRD C&P ANALYST HRD APPROVAL DATE EFFECTIVE DATE DATE UPLOADED

This form will be kept in the employee's Official Personnel File.

Original - Classifications & Pay Office Copies - Employee and Supervisor
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	CDESeal: 
	: 
	PRLogNum: 
	Classifications: Information Technology Associate
	WorkingTitle: Information Technology User Support
	Branch: Instruction, Measurement & Administration Branch - State Special Schools and Services Division
	Division: California School for the Deaf, Riverside
	Office: Technology Services
	CBID: R01
	WWG: 2
	PCN: 
	PositionNumber: 205-037-1401-001
	City: Riverside
	Probation: 12 Months
	Tenure: Permanent
	TimeBase: Full-Time
	Bilingual: No
	Telework: In-Office
	SafetySensitive: No
	ConflictofInterest: No
	GeneralDuties: Under general supervision, the Information Technology Associate will serve as the first point of contact for support while maintaining accurate records of service requests, technical issues, and resolutions in the help desk management system. This position is responsible for supporting and maintaining a wide range of classroom hardware and software technologies. This includes assisting with the setup, configuration, support, and ongoing maintenance of devices including but not limited to desktops, laptops, mobile devices, printers, projectors, interactive boards, TVs, and all other technology used across the school. Additional duties include managing IT inventory and overseeing the device hardware lifecycle, ensuring proper tracking, maintenance, and timely decommissioning of technology assets. This position is located in Riverside, CA, but travel to CDE's Los Angeles Diagnostic Center may be required.
	ConductExp: All employees are expected to work cooperatively with others, maintain regular, consistent, predictable attendance, and possess integrity, initiative, dependability and good judgment.
	SupervisorRec: This position is supervised by the Information Technology Supervisor II.
	SupervisorEx: None.
	WorkingConditions: Work Iocation is in the city of Riverside, primarily in a climate controlled building but may involve working outdoors when support of other IT areas is needed. Travel to CDE's Los Angeles site may also be required as needed for IT coverage or IT project needs.
	TimeRequired1: 40
	Duties1: SERVICE DESK SUPPORT: Respond to ServiceNow requests in a timely manner and serve as a the first point of contact for all general IT support needs. Troubleshoot, analyze, and resolve all assigned technical incidents, providing regular updates to the Information Technology Supervisor II on incident status and recommended solutions. Collaborate with IT team members on technical issues and offer additional support as needed.
	TimeRequired2: 40
	Duties2: HARDWARE/SOFTWARE SUPPORT:Set up, install, configure, and support  classroom technologies including but not limited to desktop computers, laptops, mobile devices, printers, projectors, interactive boards, TVs, and other classroom peripherals. In addition to hardware support, this position is responsible for assisting with the installation, configuration, and troubleshooting of software used in the classroom. This includes supporting educational applications, operating systems, and other tools to ensure they function smoothly for both staff and students.
	TimeRequired3: 10
	Duties3: IT ASSET MANAGEMENT:Manage and maintain an accurate inventory of all hardware assets, ensuring proper tracking through the an inventory tracking system. This includes coordinating the maintenance and repair of devices to ensure they remain in optimal working condition throughout their lifecycle. When equipment reaches the end of its useful life, the position is responsible for facilitating its decommissioning, which includes securely wiping data and ensuring proper recycling or disposal in compliance with state rules and regulations.
	TimeRequired4: 10
	Duties4: RESEARCH: Research and evaluate software, hardware, and network solutions that align with the State Special Schools and Services Office’s educational mission and business objectives. Stay informed on new trends, explore best practices, and investigate emerging technologies. Propose and test potential solutions to address both current and future needs. Present findings and recommendations to the Information Technology Supervisor II and/or the IT team.Other duties as assigned.
	TimeRequired5: 
	Duties5: 
	TimeRequired6: 
	Duties6: 
	AdditionalReq: By signing this duty statement, the employee understands and adheres to all policies and procedures related to Mandated Reporting of Suspected Child Abuse and Dependent Adult Abuse. Fluency in ASL desired.
	PersonalContacts: 
	EmployeeName: 
	EmployeeSignature: 
	EmployeeSignatureDate: 
	ManagerSupervisorName: 
	ManagerSupervisorSignature: 
	ManagerSupervisorSignatureDate: 
	CPAnalyst: 
	HRDApprovalDate: 
	EffectiveDate: 
	UploadedDate: 



