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PLANO INDEPENDENT SCHOOL DISTRICT 
Job Description 

 
 
Job Title:  Technology Operations Support Assistant Wage/Hour Status: Nonexempt 

 
Reports To:  Coordinator of Technology Operations  Pay Grade  760 

 
Dept./School:  Network & Repair    Date Revised:  1/22/2024 
  
 
Primary Purpose: 
 
Provide secretarial support services to the Coordinator of Technology Operations and other staff members. Facilitate 
the efficient operation of the technology department. 
 
Qualifications: 
 
 Education/Certification: 
 
  High school diploma or equivalent 
 
 Special Knowledge/Skills: 
 
  Excellent organizational skills 
 
  Excellent computer skills in typing, word processing, spreadsheets and file maintenance 
 
  Excellent interpersonal and communication skills, both written and oral 
 
  Ability to work on several tasks at the same time 
 
  Basic math skills 
 

Valid Texas driver's license 
 
Driving record that is insurable with Plano ISD's insurance carrier 

 
 Experience: 

   
 Three years of clerical experience, preferably in a public education environment 

 
Major Responsibilities and Duties: 
 

• Prepare correspondence, forms, reports, etc. for the department head and other department staff members 
using typewriter and computer 

 
• Assist in compiling information for preparing various reports for the department 

 
• Receive incoming calls, take reliable messages, and route to all appropriate staff 

 
• Receive, sort, and distribute mail and other documents to other department staff members 

 
• Maintain departmental files 
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• Maintain confidentiality of information 
 

• Approve and edit payroll time clock verification 
 

• Monitor personnel time records to include sick leave, vacation, special requests and absence verification 
 

• Be aware of and comply with state, district, and school policies and regulations concerning primary job 
functions 
 

• Maintain calendars and schedule meetings 
 

• Assist in acquiring department supplies and receive, store, and issue supplies and equipment for department 
 

• Work closely with deployment center on receiving and delivery status/issues and keep campus/department 
informed of deliveries and technology purchased for their site 
 

• Assist Coordinator of Technology Operations with yearly budget 
 

• Responsible for working with local and federal budgets: reporting balances, expenditures, entering all budget 
transfers, and all business transactions per district policies and guidelines 
 

• Responsible for generating requisitions/purchase order process from start to finish; maintain funds, request 
quotes, create requisitions, follow approvals, email POs to vendors and appropriate staff, verify receipt of 
product(s), post to TEAMS, receive and reconcile invoices, and maintain files in a timely manner 
 

• Request quotes from three approved vendors for best pricing.  Create requisitions for purchase orders for all 
technology repairs and department needs. 
 

• Initiate and maintain cordial communication with vendors 
 

• Use vendor portals if required to open claims for repairs 
 

• Use the Help Desk ticketing system and help coordinate resolution of technology issues 
 

• Process ticket requests, determining if replacement or re-class is required, working with campus and 
departments on processing re-class information to Technology Acquisition Officer 
 

• Act as liaison between Deployment and campus if needed 
 

• Maintain iTunes accounts and assist departments and campus with any issues 
 

• Maintain district accounts with cell phone service 
 

• Work with campus and department on transferring Apps in JAMF and iTunes for replacement iPads, making 
sure the licenses are transferred also and old ones removed from JAMF 
 

• Pickup and deliver technology as scheduled by the Coordinator of Technology Operations or Technology 
Inventory Specialist 
 

• Power-wash and enroll district Chromebooks 
 

• Clean computers after repairs or returned from campus to add back to outgoing stock 
 

• Assist with the setup and distribution of the computers@home equipment 
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• Assist in the day-to-day operations of the Deployment Center 
 

• Receive and stock personal computer related items from inventory and update inventory tracking system  
 

• Assist with maintaining inventory control 
 

• Perform routine bookkeeping tasks, including simple math operations, for the department 
 

• Follow all rules, regulations, and policies of Plano ISD and follow directives from supervisor 
 

• Follow attendance policy as assigned by supervisor 
 

• Perform other functions that may be assigned by the Administration and/or supervisor 
 

Equipment Used: 
 

Including but not limited to uses computer, typewriter, printer, copier, calculator, and fax, district van, forklift, 
pallet jack and dolly. 

 
Working Conditions: 
 

Mental Demands: 
Reading; ability to perform basic math; ability to communicate effectively (verbal and written); ability to 
operate computer; maintain emotional control under stress 

 
Physical Demands/Environmental Factors:  
Work with frequent interruptions; frequent standing, stooping, bending, kneeling, pushing and pulling; prolonged use 
of computer and repetitive hand motions; occasional lifting up to 50 pounds 
   

 
Acknowledgement: 
 
Any work-related experience or additional education/training resulting in acceptable proficiency levels in the above required 
knowledge, skills, and abilities may be an acceptable substitute for the above specified education and experience 
requirements at the sole discretion of District Administration. 
 
Approved By:    W. Noel McBee, Compensation Coordinator         Date:     1/22/2024                                                        
 
The above statements are intended to describe the general purpose and responsibilities assigned to this job and are not 
intended to represent an exhaustive list of all responsibilities, duties, and skills that may be required. District administration 
and/or my supervisor has the right to add or change duties at any time. This job description supersedes all prior job 
descriptions for this position as well as rescinding all past and present job descriptions that do not reflect the current 
requirements of this position. 
My signature below indicates I understand and acknowledge my job description. 
 
 
Employee Signature:                                                                           Date:                                                               
 


