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IT HELP DESK & HOME SCHOOL SPECIALIST 
Job Overview 
 
The job of the IT Help Desk & Home School Specialist was established for the purpose(s) of providing a variety 
of administrative and entry-level support. This position is responsible for first level support, establishing and 
maintaining department records, tracking department funds, grants and purchasing, compiling reports, 
ensuring compliance of department records with mandated requirements and monitoring assigned projects 
and/or program components. In addition, this position is responsible for all the correspondence, reporting, and 
tracking of home school information and students for the District.   
 
This job reports to the Director of Informational Technology. 
 
Essential Functions 
 

• First level help support for all Microsoft Office 365 applications. This includes assisting with migration 
from premise servers to the cloud as well as post-migration problem resolution. Assists users with 
questions and problems associated with their Office 365 account. Supports Network engineers with 
administrative tasks such as monitoring Office 365 licenses, subscriptions and user management 

• First level help support for the district-wide IT help desk system available to all employees including 
remote support for basic classroom and office technology hardware problems.  

• Assists all District departments and schools in recommending, quoting, and purchasing of Informational 
Technology equipment and supplies.  

• Research and reviews developments in technology, investigates the leading technological innovations, 
and makes recommendations for software and hardware purchases.  

• Attends department in-service meetings for the purpose of conveying and/or gathering information 
required to perform job functions.  

• Compiles data for the purpose of preparing reports and/or processing requests. This includes payroll, 
human resources, budgeting, purchasing, accounts payable and general informational Technology 
support functions. • Coordinates assigned projects and/or program components (e.g. arrangements for 
conferences, meetings, travel requirements, etc.) for the purpose of completing activities and/or 
delivering service in compliance with established guidelines.  

• Prepares and maintains a variety of manual and electronic documents, files, and records (e.g. 
departmental databases, work orders, time sheets, expense reimbursement requests, SOP’s, Disaster 
Recovery Plan updates, etc.) for the purpose of providing up-to-date information and/or historical 
reference in accordance with established administrative guidelines and legal requirements. 

• Maintains an inventory of supplies and materials (e.g. forms, office supplies, etc.) for the purpose of 
ensuring availability of items.  

• Prepares a variety of correspondence, reports and other materials (e.g. work orders, requisitions, 
supply orders, etc.) for the purpose of documenting activities, providing written reference, and/or 
conveying information. 

• Responds to a wide variety of program-specific and district-general inquiries from a variety of internal 
and external parties for the purpose of providing information, facilitating communication among parties 
and/or providing direction. • Collects and files all notices of intent, immunization records and proof of 
education from responsible parent for any student that intends to independently home school. 

• Responsible for the submission of the home school report and the acceptance and submission of Non-
School records to the state by December 15th and May 15th each year. 

• Responsible for checking all home addresses and sending a copy of the Notice of Intent to the zoned 
school and parents if an email address for the home school student is on record. 

• Sends a reminder to the parents of independent home school students by the end of the first week of 
May that the attendance calendar should be turned in by the end of the year.  

• Responsible for filling out the SF-1010 for and printing a verification letter regarding the Notice of Intent 
for any independent home school student wanting to obtain a driving permit.  
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• Responsible for completing the Notice of Intent for independent home school students wishing to 

participate in athletics. • Supports assigned department staff for the purpose of providing assistance 
with administrative functions. 

 
 
Other Functions 
 

• Performs other related duties as assigned for the purpose of ensuring the efficient and effective 
functioning of the work unit. 

 
Working Environment 
 
The usual and customary methods of performing the job's functions require the following physical demands: 
some lifting,  carrying, pushing, and/or pulling; some stooping, kneeling, crouching, and/or crawling; and 
significant fine finger dexterity. Generally, the job requires 70% sitting, 20 % walking, and 10% standing.   
 
 
 
Qualifications 
 
Minimum experience: Job-related experience is required. 
 
Minimum education: High School diploma or equivalent 
 
 

Required Testing:  Required Certificates and/or Licenses:  FLSA Status: 
Pre-employment proficiency test  None Specified  Non-Exempt 

 
 

Continuing Education/Training:  Clearances:  Employee 
Type: 

 
None Specified  Criminal Justice Fingerprint/Background 

Clearance 
 Classified 

 
 
 
Pursuant to the Williamson County Board of Education’s policy of non-discrimination, Williamson County Schools does not 
discriminate on the basis of race, color, religion, age, sex, national origin, disability status, genetic information, protected 
veteran status, or any other characteristic protected by federal, state or local laws in its policies, or in the admission of, 

access to, treatment, or employment in its programs, services, or activities.                     




