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IT Support Specialist

	Department:
	Office of Technology & Innovation	
	Reports To:
	IT Manager
	Division:
	Information Technology 	
	FLSA Status:
	Non-Exempt
	Pay Grade/Range:
	Click here to enter text.	
	Revision Date:	
	10/17/2011


GENERAL STATEMENT OF JOB

This position performs general technical support functions, including physical installation, assembly, configuration and maintenance of personal computers within all City departments. An essential element of this position is the provision of prompt and effective problem-solving and troubleshooting to City employees when system failures or dysfunctions occur. This position also serves as backup to other Support Services personnel as needed.

This position entails performing a variety of specialized and technical work in the following areas: hardware, software and data communications support; database administration and data management; systems analysis; training and technology support and planning. 

Strengths are the unique combination of talents, knowledge, and skills that every person possesses. People use these innate traits and abilities in their daily lives to complete their work, to relate with others, and to achieve their goals. But most people don’t know what their strengths are or have the opportunity to use them to their advantage. At the City of Centennial you will have an opportunity to find out what your strengths are, using StrengthsFinder, and work in a culture of engagement, measured by the Gallup Q12©,  and do what you do best every day.

ESSENTIAL DUTIES
The following statements are illustrative of the essential duties of the job and do not include other nonessential or peripheral duties that may be required. The City of Centennial retains the right to modify or change the essential and additional functions of the job at any time.  

Serves as a resource in information systems technology; keeps abreast of emerging technologies; evaluates, selects, and recommends new technologies and/or products to enhance employee productivity and/or network and work station performance; develops and maintains a formal short-term and long-range plan.
Participates in developing, monitoring, and administering a departmental, division, or section budget in the area of computer resources; coordinates the preparation of requisitions, justifications, and budget transfers for computer-related purchases.
Performs disaster recovery planning.
Installs, supports, and troubleshoots computer hardware, printers, peripherals, scanners, external storage devices, and related equipment.
Installs, supports, and troubleshoots computer software including word processors, spreadsheets, presentation graphics, data base management, electronic mail, fax, operating, and custom applications.
Facilitates new user set up including network profile and Microsoft Outlook access.
Reviews established programs to refine procedures and make modifications to reduce operating time and costs.
Serves as the liaison with various technical vendors.
Trains and/or coordinates training of personnel in proper procedures and techniques for user equipment and programs.
Performs detailed analysis of existing processes and determine the feasibility and application of automation techniques to provide a more effective and efficient process.
Consults with system users to define needs and general and detailed specifications of proposed systems.
Translates system specifications into a logical process and design; develop customized programs using current programming tools and languages.
Designs testing methods and test completed programs and procedures for accuracy and completeness to ensure that system requirements are met.
Additional duties as assigned.

The duties listed above are intended only as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment connected to the position.

KNOWLEDGE, SKILLS AND ABILITIES

Operating principles, procedures, and characteristics of computers and related equipment.
Principles and practices of network administration and data communications.
Basic principles and techniques of programming and programming languages related to specialized hardware and/or software.
Computer systems operations and related system and applications software and terminology.
Operating, diagnosing, troubleshooting, and general maintenance and repair standards of computers and peripherals.
Principles and techniques of procedures analysis, design, programming, documentation, and testing for microcomputer systems.
Standard business applications including spreadsheets, word processing, database management, and graphics.
Evaluate, select, and recommend new technologies and/or products to enhance employee/equipment performance.
Prepare system requirements, hardware and network configurations, design specifications, and implement programs as required.
Monitor the day to day computer operations; develop departmental operational procedures and standards and/or participate in developing city-wide operational procedures and standards.
Maintain technical libraries and documentation files.
Communicate clearly and concisely, orally, and in writing.
Establish and maintain effective working relationships with those contacted in the course of work.
Train employees in system and equipment use and preventative maintenance.
Advanced principles and techniques of network administration, systems analysis, and programming for computer systems.
Multiple advanced software applications, utility tools, and programming languages.
Research techniques, methods, and procedures; project management.
Administration principles and practices of goal setting; program development and implementation; budget development; and planning and organization.

MINIMUM EDUCATION, TRAINING AND EXPERIENCE

Bachelor's degree with major work in computer science, computer information, data processing, or a closely related field. 
Two (2) years of additional qualifying experience may substitute for two years of education.
Two (2) years of experience in a variety of specialized and technical work involving computers in the following areas: network administration; hardware, software, and data communications support; data base administration and data management; contract administration; training and technology support and planning; and budget and purchasing.

REQUIREMENTS TO PERFORM ESSENTIAL JOB FUNCTIONS

Must be able to perform the essential functions of this job, with or without accommodation. 

Physical Demands
The person in this position must be able to remain in a stationary position 50% of the time; needs to occasionally move about inside the office to access file cabinets, office machinery, etc. Occasionally moves office equipment weighing up to 30 pounds. The person in this position frequently communicates with Council members, staff, vendors, and residents; must be able to exchange accurate information in these situations. Must be able to identify Council members, staff, vendors, and residents, as applicable. Must be able to observe, assess, record, and interpret information. 

Work Environment
Work is performed primarily in an office setting with in-person and telephone contacts and may involve frequent interruptions. Work may require attendance at evening and/or weekend meetings.  

Equipment Used/Required
Frequently operates a computer and other office productivity machinery, such as a calculator, copy/fax machine, and computer printer.

EXPECTATION OF ALL EMPLOYEES
[bookmark: _GoBack]Support the City’s mission and values. 

Mission – The City of Centennial is dedicated to providing a high quality of life, delivering superior customer service and achieving the highest professional standards. We strive to uphold our Mission by adhering to our organizational values.  

Values – How We Govern 
Efficient, Effective, Responsive, Accountable, and Innovative 

Values – How We Treat Each Other 
Respect, Integrity, Partnership, Trust, and Personal & Professional Development 



The job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job change.


The City of Centennial is an Equal Opportunity Employer
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