
 
qathet School District  

Class Specification 
Helpdesk Technician (12.08) 

Data Support Specialist 
 
 

POSITION SUMMARY  
Under the supervision of the Superintendent and/or their designate, the Helpdesk 
Technician/Data Support Specialist is responsible for assisting in the support of Data Related 
Management, with a focus on supporting the needs of technology users in accordance with 
current policies and technical practices. 
 
DUTIES 
• Regularly input data into MyEducationBC (MyEd); 
• Provide data related and MyEd support within the District or school locations; 
• Provide first/second level technical support, troubleshooting and training services, to staff, 

students, and team members, via phone, remotely, or on site for data related support 
(PowerBI, EDX, Messenger and MyEd); 

• Identify problems, monitor, administer, and problem solve various system, network, and 
operational issues and within data related systems; 

• Prepare and maintain records and statistics within MyEd; including, Ministry data 
submissions (1701); 

• Other comparable and/or transient duties which are within the areas of knowledge and 
skills required by the job description may also be assigned. 

 
EDUCATION AND EXPERIENCE  
• Completion of Grade 12 plus 1 year of post secondary training in technology or other related 

program or experience; 
• Preference will be given to experience in data management systems;  
• One to two years of recent, successful, and comparable work experience - preference will 

be given to experience in data management systems; example MyEd, PowerBI, and EDX; 
• Must possess and maintain a valid BC Driver’s Licence. 

 
KNOWLEDGE, ABILITIES AND SKILLS  
• Familiarity with MyEducationBC and Office 365;  
• Possess current technical knowledge and troubleshooting capability for computing 

devices, hardware, software, and operating systems used in the education sector; 
• Demonstrated ability to communicate solutions and demonstrate use of instructional and 

productivity software to District staff; 
• Ability to work as a team member with school leaders and staff; 
• Commitment to continuous professional growth; 
• Demonstrated ability to communicate with clients and suppliers, both orally and in 

writing, in an effective, respectful, and professional manner to clarify and exchange 
technical information; 

• Proven organizational skills and attention to detail. 
 


