
Posted 10/25/23 

LAGUNA DEPARTMENT OF 

EDUCATION 

POSITION OPENING 
INTERNAL/EXTERNAL NOTICE 

POSITION: 

POSTED:  

LAST DATE TO APPLY: 

LOCATION: 

WHO TO CONTACT:  

QUALIFICATIONS: 

SALARY: 

IITT  TTEECCHHNNIICCIIAANN  ((FFUULLLL  TTIIMMEE))  

10/25/2023 

11/21/2023 OR UNTIL FILLED 

IT Building 

LDOE Human Resources                                               
(505) 552-6008 
humanresources@lagunaed.net 

HIGH SCHOOL DIPLOMA, DRIVER’S LICENSE, 
EXPERIENCE WORKING WITH TECHNOLOGY, AA IN 
COMPUTER SCIENCE PREFERRED, ABLE TO WORK 
FLEXIBLE HOURS.  Job description available upon 
request.   

$17.14/hr. UP TO $19.75/hr. 240 DAYS 

Applicants are encouraged to submit a letter of interest, a current resume, three letters of recommendation 
and an up-to-date application. 

For information on applying for any position contact: 
Human Resources 

(505) 552-6008 ext. 1001
Fax (505) 552-6398

Email:  humanresources@lagunaed.net 

 

The Laguna Department of Education is an Equal Opportunity Employer and does not discriminate on 
the basis of race, color, national origin, sex, religion, age, marital status, disability, handicap, or military 

status in compliance with federal and state laws. 

Conditions of Employment:  Able to comply with the immigration Reform and Control Act of 1986; obtain a 
successful Criminal History Background Check.  Laguna-Native American Preference.   



Pueblo of Laguna – Department of Education 
 

Job Description 
 

Job Title:   IT Support Technician -  
Department:  Administration 
Reports To:  IT Manager 
FLSA Status: Exempt – Year Long 
 
SUMMARY 
The IT Support Technician works under the general supervision of the IT Manager.  Duties 
include: setting up, maintaining and troubleshooting computer workstations and peripherals, 
installing and updating software, and responding to user requests for Information Technology 
support.  The IT Support Technician assists the IT Manager in completing day-to-day activities 
related to LDoE’s technology programs.  The IT Manager may assign additional duties and 
special projects. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following.  Other 
duties may be assigned. 
• Maintain a Service Desk to provide problem assessment, resolution, and troubleshoot user 

problems.  
• Configure and install new desktop hardware and software.  
• Connect computers to the local domain. 
• Maintain System Network Access.  
• Provide end user desktop support and troubleshooting 
• Repair PC’s, printers, and peripherals.  
• Track, monitor and report on all IT assets to include PCs, servers, switches, and software 

licenses. 
• Provide user and Help Desk training on feature/functionality of offered services, hardware 

use, software, etc.  
• Manage system backup and recovery and data security practices 
• Establish and maintain good working relations with vendors, and co-workers.  
• Provides technology assistance and support to all LDoE programs 
• Helps maintain, troubleshoot and upgrade network infrastructure, such as servers, switches, 

hubs, etc. 
 
MINOR RESPONSIBILITIES: 
• Must be able to work nights and weekends on rare occasions to minimize interrupting normal 

business for upgrades, repairs, etc and to maintain 99.9% system uptime. 
• Attends and participates in team and staff meetings, training, professional development 

activities and appropriate organized community events designed to promote collaboration 
 
COMMUNICATION REQUIREMENTS: 
• Must have good interpersonal skills and a customer service approach. 



• Frequent contact with LDoE staff and others, in-person, via email and phone, and also via 
written correspondence. 

• Participate in meetings with LDoE staff, customers, and others. 
• Must be accessible for some after-hour on-call support during busy times 
 
QUALIFICATIONS: 
To perform this job successfully, an individual must be able to perform all essential duties 
satisfactorily.  The requirements listed below are representative of the knowledge, skills, and 
abilities required.  Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 
 
EDUCATION and/or EXPERIENCE: 
• HS Diploma 
• Valid and current New Mexico Driver’s License   
 
Preferred (at least one of the following) 
• Associates Degree in Computer Science, IT, Management of Technology (equivalent) 
• IT certifications (MCSE, MCP, CCNA, A+, Network+, etc) 
 

SKILLS and ABILITIES REQUIRED: 
• Multi Tasking 
• Microsoft Windows Server 2016 
• Microsoft Windows 10 Professional 
• Microsoft Office Products 
• Anti-virus software 
• Spam filtering 
• PC Repair/Hardware installation 
• Printer Installation, Maintenance, and Repair 

 
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 essential 
functions. 
 
While performing the duties of this job, the employee is regularly required to stand, walk, and 
sit.  The incumbent must be able to speak and hear. The employee must have good visual acuity, 
and be able to read materials both on and off-line. The employee is required to use hands to write 
and operate computer technology, including a keyboard and mouse.  Occasionally, the 
incumbent will be required to lift, carry, and/or move light to medium weights (10-50 pounds), 
such as computer equipment. 
 
 
 
WORK ENVIRONMENT: 



The work environment characteristics described here are representative of those that an 
employee typically encounters while performing the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform essential 
functions. 
 
The employee will work indoors, primarily in either an office or a classroom environment, 
sometimes in close proximity with students. There is a minor potential for exposure to safety and 
health hazards related to working with electronic equipment associated with this position.  The 
noise level in the work environment is quiet to moderate.  The job may involve travel to sites that 
are not wheelchair accessible. 
 
This job description should not be construed to imply that these requirements are the exclusive 
standards of the position.  All duties and responsibilities are essential functions and requirements 
and are subject to possible modification to reasonably accommodate individuals with disabilities.  
To perform this job successfully, the incumbent will possess the skills, aptitudes, and abilities to 
perform each duty proficiently.  The requirements listed in this document are the minimum 
levels of knowledge, skills, and/or abilities. 
 
This document does not create an employment contract, implied or otherwise, other than an 
"at will" relationship. 
 


	IT Technician 10-25-23
	IT Support Technician JD
	Job Description
	SUMMARY



