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      School District No. 46 (Sunshine Coast) 

 
 JOB DESCRIPTION #C-21 

 
 TECHNOLOGY CLERICAL ASSISTANT 

 
 Location:  Technology Department 

 

  
  

SUMMARY: 
 
Under the direction, supervision and evaluation of the District Principal of Technology, 
provides clerical and general support to the Technology Department. 
 
 
DUTIES: 
 

•   Maintains and supports the technology inventory data site including engraving 
and placing new items into inventory. 

•   Monitors the Technology Support website, various Social Media sites, and 
updates the school autodialer systems. 

•   Assists in deployment of Applications, wifi passwords, and other educational 
software as required. 

•   Performs a variety of clerical duties, such as telephone, relaying messages, 
reception, mail, filing, photocopying, record keeping, typing documents, and 
correspondence. 

•   Assists in the refresh of technology in the district including, but not limited to: 
projector filter cleaning, keyboard cleaning/disinfecting, re-imaging of computers, 
and other duties as required. 

•   Loads, unloads, and unpacks equipment as required. 
•   Answers inquiries and provides assistance to staff. 
•   Performs all duties with a level of interpersonal skills appropriate to the position. 
•   Maintains the confidentiality of sensitive information seen or heard. 
•   Maintains familiarity with Workplace Hazardous Materials Information System 

(WHMIS) / Globally Harmonized System (GHS) and WorkSafe BC. 
•   May be required to perform other job related duties as assigned. 
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 Created:  April 25, 2002 
Approved: March 10, 2020 

QUALIFICATIONS: 
 

•   Grade 12 graduation or the equivalent 
•   Successful completion of the District Clerical tests 
•   Minimum of two years’ office experience 
•   Ability to operate standard office equipment 
•   Detailed knowledge of word processing, spreadsheets, database management and 

desktop publishing computer programs 
•   Physical capability to perform the job duties 

 
 
 
N.B.:  This description contains the elements necessary for the identification and evaluation of the 
job.  It is not an exhaustive list of the duties to be performed.  Duties not listed should not affect 
the evaluation. 
 
 
 
APPROVED: 
 
On behalf of:      On behalf of: 
School District No. 46 (Sunshine Coast)  C.U.P.E. Local 801 
 
 
 
_____________________________   ________________________ 
Secretary Treasurer     President 
 
_____________________________   ________________________ 
Date       Date 
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