POSITION DESCRIPTION

FOR

STEVENS COUNTY

	JOB TITLE: Information Technology Systems Support Specialist
	POSITION SUPERVISES: N/A

	DEPARTMENT:  Information Technology
	FLSA STATUS: Non-Exempt

	REPORTS TO: County Coordinator/IT Systems Lead Worker
	BARGAINING UNIT: N/A
	HOURS WORKED:

35 40 Hours weekly

	GRADE:      15

	JOB POINTS:   188
	DATE GRADE/POINTS ESTABLISHED:  01/03/2017


	DESCRIPTION APPROVED BY:  Stevens County Board of Commissioners
	DATE APPROVED:   01/03/2017;   9/3/2020



PART I – JOB SUMMARY

Under the direction of the County Coordinator and IT Systems Lead Technician, the IT Systems Support Specialist is responsible for general IT help desk duties, customer service, implementing, troubleshooting and supporting all County technology through monitoring systems and providing help desk functions.
PART II – JOB SPECIFICATIONS
EDUCATION AND EXPERIENCE:   Two-year degree in Information Technology or a related field or in the process of working toward a degree or diploma.  Some related experience in providing hardware, software, network and technology support preferred. 
LICENSE:    Valid driver’s license.
CONTINUING EDUCATION:  Must attend continuing education courses as appropriate.
ESSENTIAL JOB KNOWLEDGE & SKILLS:  Ability to follow verbal and written directions and work independently in a professional office environment, to troubleshoot computer hardware and to effectively communicate verbally and in writing; capable of resolving a variety of end user issues and answer questions; proficiency in installation, configuration and performance of routine maintenance on systems hardware and software, including servers and operating systems; ability to create and maintain user accounts; proficient at providing service desk support.
SYSTEMS SUPPORTED:  Technical knowledge of and/or working experience with Standard Microsoft Operating systems (Windows 7/10, Server 2008/2012), standard business office applications (Office, Outlook, Internet Explorer, etc.), peripheral hardware (printers, scanners, etc.) and network infrastructure (switches, wireless, active directory, etc.).

EMPLOYMENT VARIABLES: Typical schedule is 35 40 hours/week; however additional hours may be required but varies per workload demands.
PART III – ESSENTIAL FUNCTIONS OF JOB
Performs set-up and installation of PC’s and printers.
Assists with the removal and disposal of old PC’s.
Assists with documenting various IT procedures and operations.

Assists with the implementation of departmental and County-wide computing projects.

Provides help desk support.

Maintain system and infrastructure documentation.
Resolves a variety of end user issues and answers questions.

Installs, configures and performs routine maintenance on systems hardware and software, including servers and operating systems.

Creates and maintains user accounts.

Requires being on call on a rotating schedule supporting 911, CAD/RMS/Mobile, and other Law Enforcement applications/agencies.
The above duties are normal for this position.  These are not to be construed as exclusive or all-inclusive.  Other duties may be required and assigned as needed.

NOTE:  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions of this position.

PART IV – WORKING ENVIRONMENT

Materials and Equipment Used:  Must be able to drive to various locations and meeting sites; various office machinery, computers and related equipment.
Travel Requirements:  Travel to various county locations may be needed.  Travel throughout the state for various training related activities may be necessary several times during a year.
Hazardous Exposure Category:  Place an “X” in the appropriate category for the role:

_____ Category 1:  Involves an inherent potential for contact with blood, body fluids or tissues.  Appropriate protective measures are required for every employee engaged in Category 1 tasks.

_____ Category 2:  Involves no exposure to blood, body fluids or tissues in usual work but potential for exposure exists in work environment.  Employees performing Category 2 tasks don’t need to wear protective equipment but they should be prepared to put on protective equipment on short notice.   
    X    Category 3:  Involves no exposure to blood, body fluids or tissues although situations can be hypothesized under which anyone, anywhere, might encounter potential exposure to body fluids.   
I have read the job description and its attachments and understand the responsibilities.


Employee Signature








Date

PART V – PHYSICAL / MENTAL REQUIREMENTS 
Lifting Requirements:  Place an “X” in the appropriate level for the job.

1.__ __Sedentary Work:  Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently to lift, carry, push, pull or otherwise move objects, including the human body.  Sedentary work involves sitting most of the time, but may involve walking or standing for brief periods of time.  Roles are sedentary if walking and standing are required only occasionally and all other sedentary criteria are met.   
2._____Light Work:  Exerting up to 20 pounds of force occasionally, and/or to 10 pounds of force frequently, and/or a negligible amount of force constantly to move objects.  Physical demand requirements are in excess of those for sedentary work.    
3.    X    Medium Work:  Exerting 20 to 50 pounds of force occasionally, and/or 10 to 25 pounds of force frequently, and/or greater than negligible up to 10 pounds of force constantly to move objects.  Physical demand requirements are in excess of those for light work.

4._____Heavy Work:  Exerting 50 to 100 pounds of force occasionally, and/or 25 to 50 pounds of force constantly to move objects.  Physical demand requirements are in excess of those for medium work.

5._____Very Heavy Work: Exerting in excess of 100 pounds of force occasionally, and/or in excess of 50 pounds of force frequently, and/or in excess of 20 pounds of foresee constantly to move objects.  Physical demand requirements are in excess of those for heavy work.

Frequency:  Place an “X” in each box that is appropriate to the job.  Follow other instructions as written.

	Never (n)
	Occasionally (O)
	Frequently (F)
	constantly (C)

	0% or Never on Shift
	1-33% of Shift
	34-66% of Shift
	67 -100% of Shift

	Physical
	N
	O
	F
	C
	Physical
	N
	O
	F
	C

	What is moved+ weight and distance
	
	 
	
	
	Grasping
	
	
	X
	

	20-50 pounds of IT related equipment
	
	X
	
	 
	Twisting
	
	
	X
	

	Describe movement: lift, push, pull
	
	X
	
	
	Repeat Motion
	
	
	X
	

	Lower, carry, reach above
	
	X
	
	
	Driving Automotive Equipment
	
	X
	
	

	Standing
	
	
	X
	
	Fingering/Handling
	
	
	
	X

	Walking
	
	
	X
	
	Feeling
	
	X
	
	

	Sitting
	
	 
	X
	
	Visual Acuity:  near
	
	
	X
	

	Bending/Stooping
	
	X
	
	
	Visual Acuity:  far
	
	X
	
	

	Kneeling/Duration
	
	X
	
	
	Depth Perception
	
	X
	
	

	Squatting
	
	X
	
	
	Color Discrimination
	
	
	
	X

	Climbing/Height
	
	X
	
	
	Peripheral Vision
	
	
	X
	

	Balancing
	
	X
	
	
	Talking
	
	
	X
	

	Crawling/Distance
	X
	
	
	
	Hearing
	
	
	X
	

	Reaching above shoulder
	
	X
	
	
	Running
	X
	
	
	

	Reaching at or below shoulder
	
	X
	
	
	Other
	
	
	
	

	Physical Surroundings
	N
	O
	F
	C
	Environmental Conditions
	N
	O
	F
	C

	Cold (50 degrees F or less)
	
	X
	
	
	Chemicals
	X
	
	
	

	Heat (90 degrees F or more)
	
	X
	
	
	Gases and Fumes
	
	X
	
	

	Dampness
	
	X
	
	
	Dust
	
	X
	
	

	Inside Work
	
	
	X
	
	Radiation
	X
	
	
	

	Outside Work
	
	
	X
	
	Other:
	
	
	
	

	Unprotected Heights
	X
	
	
	
	Vibration
	X
	
	
	

	Around Moving Machinery
	
	X
	
	
	Extreme Noise
	X
	
	
	


Mental Requirements: Place an “X” by all descriptions that apply to this job.

1.__X__ Exposed to stressful situations.  Explanation:  Demanding customers, visitors and constituents.

2.__X__ Must be able to concentrate on work tasks amidst distraction.  Explanation:  Distractions from telephone, customers and co-workers.

3.__X__ Must exert self-control.  Explanation:  Customers and co-workers may be difficult to deal with.  There is an expectation of providing good customer service in difficult situations.
