
Chinese American International School

seeks a

Tech Specialist

(full-time contract-to-hire, non-exempt position)

www.cais.org

THE POSITION

Tech Specialist is a full-time, entry-level, contract-to-hire technology position, which includes benefits

including health insurance. We are looking for someone with strong computer, troubleshooting, and

communication skills for desktop/customer support and inventory management. We encourage fresh

graduates to apply. The work schedule is anticipated to be 30-40 hours per week.

Specific Duties (not limited to):

● General desktop support for classrooms and school staff

● General AV support for school events

● Maintaining detailed equipment inventory

● Updating OS and applications regularly

● Installing software for Windows and Mac

● Monitoring of school devices

● Configuring new equipment

● Other general IT-related projects as assigned

● Reliability and punctuality

Qualifications:

● Good understanding of Mac, Windows, and Chrome

● Strong organizational and communication skills

● Willingness to learn

● Initial and continued tuberculosis clearance

● Initial and continued criminal background clearance by DOJ and FBI

● Prior office environment experience a plus

● Experience with Google Admin Console a plus

● The ability to communicate in Chinese is a major plus 

ABOUT CAIS

As the nation’s first Mandarin Immersion Preschool through 8th grade school, CAIS embodies our mission by

working continuously to maintain our role as a leader in immersion education. We value honest

self-assessment, thoughtful self-reflection, intentional planning, and focused implementation. We are

known as an ambitious school, and we are making substantial progress on our multi-year vision to reimagine

immersion, reimagine our culture of learning, reimagine character and community, and reimagine our

learning spaces. Since 2021, we have been using our new campus on 19th Avenue in San Francisco for

athletics, arts, and community events. In September 2024, our entire community will begin the school year

at our newly renovated Forever Home, which more than doubles our program space from our Hayes Valley

locations and allows all divisions to be together on one spectacular campus.

http://www.cais.org
https://www.cais.org/vision
https://www.cais.org/community/19th-avenue-campus/


SALARY RANGE

The salary range for this position is: $60,000 - $70,000, based on experience.

TO APPLY

Please follow the below for submission requirements:

1. In the subject line of the application email, indicate “Tech Specialist”.

2. Please combine the following items into one PDF before submitting:

a. resume,

b. desired salary

c. list of references

3. The PDF must be titled: “[Candidate’s name]– Tech Specialist”

4. Email PDF file to it_jobs@cais.org

Please, no calls. The hiring committee will review all resumes. Should a possible match in skill and

experience be found, the committee will contact you.

LEARN MORE

Visit CAIS’s website www.cais.org
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CAIS as a Workplace
Chinese American International School is dedicated to attracting, developing, rewarding and retaining world-class

employees and ensuring that this is a great place to work. We put a high priority on advances in compensation,

benefits, and work climate with a 2024–2025 benefits package and perks including:

Distinctively CAIS Benefits

● Commuter benefits provided (up to

$315/month)

● Dynamic, dual culture setting valuing honest

self assessment, thoughtful self reflection,

intentional planning, and focused

implementation

Financial Benefits

● CAIS contributes 5% of your earnings

immediately in a 403(B) retirement plan (no

contribution required on your part)

● Transparent salary benchmarked to the Bay

Area’s competitive standards, including annual

cost-of-living adjustments

Professional Development

● Robust opportunities for conferences,

workshops, and courses

Health Benefits

● CAIS pays 100% of the premium for medical,

dental, vision, acupuncture, chiropractic,

short-term disability and long-term disability,

and life insurance for you (along with

competitive rates for spouse and family

coverage)

● Employer-funded Health Savings Account (HSA)

and Pre-tax HSA employee contribution

● Pre-tax Flexible Spending Account (FSA) for

medical and dependent care

Vacation / Holiday / Paid Time Off

● Thanksgiving Break – 1 week

● Winter Break (December/January) – 2 weeks

● Paid holidays according to the school calendar

● Up to 2 additional days off for religious holidays

● Accrue 11.5 days of Sick Time annually

● Accrue 10 to 20 days of Vacation Time annually

based on years of service

Quality of Life and Appreciation

● Monthly appreciation lunches

● Twice-yearly Faculty/Staff Appreciation Events

● Annual milestones luncheon

● Free tickets to annual dinner/dance gala

● Lunar New Year luncheon

● Birthday gift card
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