
 

 

 

 

 

Full-time IT Specialist 
 

 
Job Responsibilities: 

 Possess knowledge of  wired and wireless networking 

 Maintain and monitor Windows servers with Active Directory / DHCP / DNS 

 Maintain and monitor Aerohive wireless access points through Aerohive HiveManager 

 Maintain and monitor network security through Palo Alto and Juniper firewalls and OpenDNS 

 Set-up and maintain technology systems including, but not limited to; computer workstations, laptops, printers, 

LCD projectors and interactive white boards 

 Deploy and maintain chromebooks and other mobile devices 

 Process work orders as needed  

 Manage PowerSchool (student information system) data and accounts for  faculty, students, parents 

 Implement and manage Google-based email and documents sharing / collaboration accounts through Google 

Apps for Education 

 Assist in the preparation of purchase orders for technology equipment and materials and inspect and verify all 

technology purchases upon receipt 

 Install and maintain various software products while maintaining all licensing agreements 

 Maintain an accurate inventory of the school technology equipment and software licenses  

 Maintain a ticket system and ensure that service incidents are recorded in a central system  

 Possess working knowledge of firewalls and web-filters 

 Participate in ongoing professional development to maintain and develop job- related skills 

 Handle additional duties as needed 

 Maintain equipment in the VR lab 

 

Applicant Requirements: 

 Knowledge of Windows Server (2008, 2012) and domain networks, including Active Directory, Group Policy, 

File and Printer Sharing, DNS, DHCP 

 Knowledge of wireless networking, including configuration and security  

 Bachelor’s degree in Information Technology or related field is preferred 

 Network and hardware certifications are preferred 

 Proficient with G Suite for Education 

 Knowledge of PowerSchool preferred 

 Knowledge of E-Rate process preferred 

 Good interpersonal skills and able to work with a diverse group, including high school students 

 Willingness to become familiar with computer applications used at Mercy CTE: Naviance, Blackbaud / Financial 

Edge, Raiser’s Edge, FACTS 

 Able to obtain required clearances (listed on Work @ Mercy web page) 

 
Schedule and Calendar Considerations 

 Full-time  staff  position  

o 7:30 AM to 4:00 PM  includes Friday meetings 

o Support at occasional nighttime and weekend meetings 

 

Check the Mercy CTE website for calendar and other information www.mercycte.org  

 

All interested candidates, please email your resume to Catherine Glatts at cglatts@mercycte.org 

 
Any questions:  Contact Catherine Glatts cglatts@mercycte.org or call 215-226-1225  ext 141 

 

http://www.mercycte.org/
mailto:cglatts@mercycte.org

