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POSITION SUMMARY 

 
This position provides support to the Information Technology Department in accordance with established 

policies and procedures by performing routine hardware/software maintenance and installation requiring a 

high degree of efficiency, while troubleshooting issues across various departments.  Configures computers 

and thin clients in a manner that aligns to standards set within the Information Technology Department, 

while providing timely, customer service based support to all city employees. 

 

RESPONSIBILITIES 
 

Essential Duties: (3D)  

 Troubleshoot and solve technical issues related to desktop computers, laptops, tablets, cellular 

devices, as well as, a variety of other computer related hardware and software. 

 Perform regular maintenance and updates on computer workstations involved in the City’s day to 

day operations to ensure the machines stay in working order. 

 Use logic to solve technical issues in a timely manner 

 Setup new computer workstations, migrate user data, and assist staff in adjusting to new operating 

systems and software as they are implemented. 

 Tasks are multiple and diverse with some interrelationship across processes. 

 Work requires the direct application of a variety of procedures, policies, and/or precedents. 

 Assumes other duties as assigned by supervisor. 

Knowledge, Skills and Abilities (position requirements at entry): 

 Knowledge of current and past Windows Operating Systems (Windows 7 and Newer). 

 Knowledge of various software packages including but not limited to Microsoft Office Versions 

2003-2013, Adobe Reader, Adobe Acrobat Pro. 

 Excellent hardware and software troubleshooting skills. 

 Knowledge of managing a Microsoft Windows File and Folder Directory . 

 Knowledge of modern computer software, hardware, and networking equipment. 

 Proficient in English usage, spelling, vocabulary, grammar, and punctuation. 

 Perform work with accuracy, speed, and general supervision. 

 Understand and follow oral and written instructions. 

 Exercise good judgment, flexibility, creativity, and sensitivity in response to changing situations 

and needs. 

 Establish, maintain, and foster positive and harmonious working relationships with those contacted 

in the course of work. 

 Excellent interpersonal skills. 

 Ability to adapt and be flexible when faced with frequent change, delays, unexpected events, and 

changing work environment. 
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Judgment/Decision Making: (2D) 

 Performs tasks and duties under general supervision, using established policies and procedures and 

some innovation. 

 Chooses from limited alternatives to resolve problems.  Occasional independent judgment is 

required to complete work assignments. 

 Makes recommendations to work procedures, policies, and practices. 

 Refers unusual problems to supervisor. 

 

RELATIONSHIPS 
 

Leadership/Supervisory Responsibilities: (2D) 

 May be assigned as lead worker over other personnel. 

 May assist with training of other staff members. 

 

Relation to Others:  (2D) 

 Requires interpersonal and communication skills to establish and maintain internal relationships. 

 Communication will include one-on-one and the occasional small group presentations. 

 Offers suggestions to improve the activities of the department as well as other departments in 

order to improve users efficiency when utilizing information technology. 

 

SKILLS 
Education (5D) and Experience (2D): 

 Associates degree (Bachelors degree preferred) in Computer Science or related field and up to one 

year experience in Information Technology or the equivalent combination of education and 

experience sufficient to successfully perform the essential duties of the job. 

 

Special Requirements (position requirements at entry): 

 Valid Driver’s License. 

 

WORKING CONDITIONS 
Environment:  (2D) 

 Positions in this class typically require: climbing, balancing, stooping, kneeling, crouching, 

reaching, fingering, talking, hearing, seeing and repetitive motions. 

 Incumbents may be subjected to electrical currents, fumes, odors, dusts, gases and extreme 

temperatures and travel. 

Working conditions involve some exposure to moderate risk of accident and require following 

basic safety precautions.  Physical demands include moderate physical activity that includes 

prolonged standing and/or walking, handling moderate weight objects and/or using or carrying 

equipment.  Exerting up to 50 pounds of force occasionally, and/or up to 20 pounds of force 

frequently, and/or up to 10 pounds of force constantly to move objects. 

 Work requires routine travel. 
 

Classification:  Class II, Grade 2 (500 points) 
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FLSA:  Non Exempt 

Created: 10/9/15 

Updated: 10/11/17  

Approved by CSC:  10/20/2015, 10/11/17 

Approved by City Commission:  11/2/2015 


