Middletown, CT
Job Description

Classification Title IT Support Technician
Job Code

Department IT

Union Group AFSCME 466

FLSA Status

Pay Grade

PURPOSE OF POSITION

The purpose of this position is to provide technical, network, and Help Desk assistance

to personal computer users within the City with-high-concentration-onpublic-safety
GH—VISJrE}HS and to troubleshoot equment or other network problems. Ihewerk—ls

ESSENTIAL DUTIES & RESPONSIBILITIES

The intent of this job description is to provide a representative summary of the major
duties and responsibilities performed by incumbents of this job. Employees may be
requested to perform job-related tasks other than those specifically presented in this
description.

e Sets up computers. —nstalls basic and specialized software. ;+Refurbishes old

computers. -Helps-set-up-and-wire-new-system-users—Upgrades hardware and
replaces hard drives and memory.:-adds-rew-hard-drives—moere-memon;-hew

processorsete:

»—Troubleshoots and resolves software and hardware problems. :-aAnswers support
questlons via phone and e-mail._Instructs users in the use of hardware and software. :

DeparnmenPHead&and—DlreetersSupports Iocal area network WhICh |ncIudes wiring,

data jacks and equipment.

elassesteesers—mmtes%&rmngmne&l&lnstalls network cables and/or network

drops.
o Modmlopee el oo e for e oo conple e sl pee sopee Lo sz )

configures and troubleshoots software.
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e Perform other related duties as assigned.

MINIMUM JOB QUALIFICATIONS
Education and Experience

knewledge—slqusan&ab%e&quh School Dlploma or equwalent and at Ieast one year

of experience.

Appropriate education substitutions can be made.
Other

e Position requires possession of a valid Connecticut driver’s license. Candidate must
complete and satisfy a background review._CompTIA A+ Certification.

PREFERRED QUALIFICATIONS

Associate’s degree in Computer Science or related field and at least three years of
related experience.

KNOWLEDGE SKILLS and ABILITIES
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alternatives-Knowledg

¢ Knowledge of local and wide area networking concepts, components; and software.
) it M e \Wind .
Hiarity-with-rini_rid ’ - .
e Ability to Rrelate to and interact with a non-traditional and diverse student and
employee population
e Ability to Wwork independently

e Ability to Rread, analyze, and interpret standards, policies, procedures, and
regulations

e Ability to Hhandle common inquiries or complaints
e Ability to Bdefine problems, collect data, establish facts, and draw valid conclusions
e Ability to Eexercise good judgment and focus on detail as required by the job

o Ability to ©operate standard office equipment, such as computer keyboards and
monitors, copiers, scanners, and telephone

e Ability to Yuse (or learn to use) computer software and systems applicable to the
position

e Ability to Ffollow oral and written instructions and procedures

e Ability to €compare data from a variety of sources for accuracy and completeness
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e Ability to Wverify and maintain accuracy of detailed data and information, detect data

errors

e Ability to Mmeet schedules and deadlines of the work unit

e Ability to €communicate in English effectively orally and in writing

e Ability to Mmaintain well-organized materials, files, systems and tools
e Ability to Aadapt to changes in work situations and priorities

e Ability to Rreason/analyze; use logic to identify and resolve problems
e Ability to Eevaluate, organize, and summarize data and information

e Ability to Eestablish and maintain constructive and cooperative interpersonal
relationships with staff, peers, supervisors, or managers in the work unit and other
departments, as well as with staff of outside entities and other individuals, as
applicable to the essential duties and responsibilities

e Ability to Ssatisfyies the needs of internal and external customers accurately and
promptly, treating customers with fairness and respect.

PHYSICAL REQUIREMENTS
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Exerting up to 50 pounds of force occasionally, up to 20 pounds of force frequently,
and/or up to 20 pounds of force constantly having to move objects.

WORKING CONDITIONS

The working conditions described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the
essential functions.

Position requires stooping, kneeling, crouching, reaching, climbing, balancing, pushing,
pulling and lifting.

The City of Middletown, CT is an Equal Opportunity Employer. In compliance with the
Americans with Disabilities Act, the City will provide reasonable accommodations to
qualified individuals with disabilities and encourages both prospective and current
employees to discuss potential accommodations with the employer.

Date created: 03/08/15

Dates revised




