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CTE TECH SUPPORT 

Job Description  
 

 
POSITION TITLE: CTE TECH SUPPORT 
Reports To:  Director of Education Services 
Work Day/Year: Minimum 7.5 hours daily/192 Days 
Contract Period: 7/1/2019 - 6/30/2020 
Contract Days:  Dependent upon start date.  
Salary Schedule: As indicated and approved by the Grant  
Classification:  Exempt 
 
 

ESSENTIAL FUNCTIONS   
1. Represents REC IX and its programs and its member districts in a positive manner, interacting with the 

general public and colleagues.  

2. Adheres to applicable federal and state law and local policies and regulations for public education 
entities, including but not limited to 6.60.9 NMAC (Code of Ethics) (for example, IDEA, Department of 
Health, Head Start Performance Standards, FERPA, HIPAA, NAEYC, Licensing, etc.). 
 

3. Communicates positively and effectively with parents, children, colleagues, and other agency personnel 
while maintaining confidentiality regarding all facets of REC IX programs in compliance with 
FERPA/HIPAA and other federal and state confidentiality regulations. 
 

 4. Attendance on a regular basis consistent with the REC IX attendance policy is required. Attendance at 
mandatory REC IX or program meetings and professional development is required. 

 
5. Promptness is required including being present in the assigned work place at set times and on a daily 

basis in order to provide consistency and continuity of educational services. Promptness for mandatory 
REC IX or program meetings and professional development is required. 
 

6. Proficient verbal communication skills and the ability to manage conflict in a civil, professional and 
courteous manner are required. 
 

7. The ability to demonstrate flexibility in the performance of various job functions is required. 
 

8. Inter-departmental planning and programming collaboration is required and cross-program overflow 
assistance when needed is required. 
 

9. Maintains an atmosphere that protects the privacy of confidential information pertaining to students and 
personnel records is required. 

 
10. Understanding and compliance with the RECIX employee policy manual, technology policy, and R9 

tracking system are required. 
 
11. Facilitates all technology support aspects of the Wind Tech Program.  
 
12. Acts as liaison with specified technology users and confers with the users to define educational issues. 
 
 
 
13. Assists with technology-based instructional support in classroom settings in coordination with 
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educational support staff as assigned by the supervisor.  
 
17. Assists in developing project plans, scheduling, monitoring, and communicating project status. 
 
18. Assists with operational systems, file organization, data entry and other tasks necessary to facilitate the 

duties of the  CTE programs.  
 
19.  Supports the technology environment for transmission of data for CTE  reporting requirements. 
 
20. Communicates effectively in both verbal and written format for effective interpersonal relations with 

RECIX districts. 
 
21. Demonstrates willingness to provide group and one-on-one training to RECIX districts. 
 
23. Ability to support and maintain network infrastructure software and equipment.;; 
 
24.  Ability to support and maintain routers, firewall or wireless access points and related equipment.  
 
25. Performs other related duties as assigned for the purpose of ensuring the efficient and effective 

functioning of the work unit. 
 

   
QUALIFICATIONS 
Knowledgeable in the utilization of multiple learning management systems, virtual reality software, and 
digital content. Must possess general computer technical skills.  Experience in teaching and collaborating with 
adult learners and/or providing professional development.  Must be self-motivated to complete 
tasks/responsibilities with minimal supervision. Must be able to provide positive support and technical 
assistance to personnel. Must exercise initiative and judgment in performing job. Must demonstrate strong 
written, verbal, and interpersonal skills.  Must have a willingness to carry out assigned tasks and performance 
of responsibilities.  Must be willing to travel throughout the state in the personal vehicle of the employee.  
Other qualifications determined necessary by the Coordinating Council and Executive Director. 
 
PERFORMANCE RESPONSIBILITIES/WORKER TRAITS   
Provide a central point of contact for users to address questions, report problems, and submit request related 
to computer hardware/software systems.  Provide effective project management including detailed project 
plans, objectives, control methods, and coordination of regional efforts. Develop quality systems that are 
effective, efficient, and that satisfy user needs. Complete assigned tasks in a timely manner. 
      
    

Working Environment 
 
I. SITTING TASKS 
  A. Sitting is a frequent requirement 34 - 66% of the time 
   
II. WALKING TASKS 
  A. Walking is an occasional but essential requirement up to 33%  
   of the time 
 
III. STANDING TASKS 
  A. Standing is an occasional but essential requirement up to 33% 
   of the time 
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IV. SPRINTING/RUNNING 
  A. Sprinting/running is an occasional requirement  
    Example:  in case of emergency 
 
V. FLEXIBILITY 
  A. Bending or twisting at the neck is an occasional requirement 
   up to 33% of the time 
  B. Bending or twisting at the trunk is an occasional requirement 
   up to 33% of the time 
  C. Squatting/stooping/kneeling is an occasional but essential 
   requirement up to 33% of the time 
  D. Reaching above the head is an occasional but essential requirement 
   up to 33% of the time 
  E. Reaching forward is an occasional but essential requirement 
   up to 33% of the time 
  F. Repeating the same hand, arm, or finger motion many times 
   is an occasional requirement up to 33% of the time 
 
VI. USE OF ARMS AND HANDS 
  A. Manual dexterity is a frequent requirement 34 - 66% of the time 
  B. Finger dexterity is a frequent requirement 34 - 66& of the time 
 
VII. LIFTING 10 - 25 POUNDS   
  A. Lifting 10 - 25 pounds is an occasional but essential requirement 
  B. Lifting above the shoulders is a rare requirement 
  C. Lifting above the waist is an occasional but essential requirement 

D. Lifting above the knees is a frequent requirement 
 

VIII. LIFTING 26 - 50 POUNDS 
  A. Lifting 26 - 50 pounds is an occasional requirement up to 33% of the 
   time 
  B. Lifting items above the shoulders is a rare requirement 
  C. Lifting items above the waist is an occasional but essential 
   requirement 
  D. Lifting items above the knees is a frequent requirement 
 
IX. LIFTING 50 - 75 POUNDS 
  A. Lifting over 50 pounds is not a requirement 
 
X. PUSHING AND PULLING 
  A. Pushing and pulling 75 pounds and over is not a requirement 
  B. Pushing and pulling 50 - 75 pounds is an occasional requirement 
  C. Pushing and pulling 25 - 50 pounds is an occasional requirement 
 
XI. CARRYING TASKS 
  A. Vision 
    1. Being able to see at a distance is a frequent requirement 
    2. Being able to see closely is a continuous requirement 
    3. Being able to differentiate colors is a continuous  
     requirement 
    4. Having depth perception is a frequent requirement 
  B. Hearing 
    1. Being able to hear in a quiet environment is a frequent 
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     requirement 
    2. Being able to hear in a noisy environment is an 
     occasional but essential requirement 
    3. Being able to locate noise is an occasional requirement 
    4. Being able to differentiate noise is a frequent  
     requirement 
  C. Speech/Communication 
    1. Communicating through written and spoken language 
     is a continuous requirement 
 
XIII. USE OF PROTECTIVE EQUIPMENT 
  A. None 
 
Job Description Acknowledgement 
I have received, reviewed and fully understand the job description for CTE Tech Support Staff.   
 
I further understand that I am responsible for the satisfactory execution of the essential functions described 
therein, under any and all conditions as described.  
 
Employee Name_____________________________ Date_____________  
Employee Signature_____________________________________  
 
 


