IT Specialist I
Primary Reason Classification Exists
To perform technical functions in the access of and use of information technology within the City in support of personal computers, local, and wide area network operations including interfacing with other systems, and troubleshooting.
Distinguishing Features of the Class

An employee in this class is responsible for providing technical and professional support for personal computers, local area networks (LANs) within the City, other devices as needed which interface to the City network. Work includes answering helpdesk phone calls and solving or assigning duties as needed; coordinating and participating in installations; troubleshooting problems, working with users on the system, and administration and maintenance of network systems involving personal computers and servers. Work requires technical knowledge of personal computers, network operating systems, and related programming languages. Employee may be required to function in close quarters and crawl spaces and work in narrow aisles and passage ways, but normal activities have no adverse working conditions. Work is performed under the general supervision of the Information Technology Director and is evaluated through conferences, review of work products, and feedback from users on the system.
Illustrative Examples of Work
· Answer Helpdesk phone calls; assessing needs, researches option, consults with users and vendors to determine system hardware and software needs and recommend strategies and approaches. Solving issues or diagnose in order to assign to appropriate staff as needed.


· Coordinates and participates in installation; assist Sr. IT Specialist with daily back-ups and maintenance of network systems.

· Assist Information Systems Specialist with reports and technology inventory.

· Reconfigures data for transferability between various platforms as needed.

· Assist in Preparing specialized reports and correspondence for utility operations.

· Provides technical assistance and advice to users of the personal computer and/ or networking systems.

· Assign passwords; configures systems; establishes security.

· Gathers and analyzes information for developing and modifying various networks, and personal computer configurations.

· Schedules and coordinates the preventive maintenance schedule on personal computers or local area network equipment.

· Installs hardware and software on personal computers or local area networks; works with installation of local area networks and hooking them into various City systems.

· Schedules equipment, jobs, and monitors the work of the various systems.

· Provides backup on telephone system; drops lines and patches lines to terminals.

· Participates in and coordinates necessary repairs.
· Performs related duties as required.

Knowledges, Skills and Abilities
· Considerable operating knowledge of network operating systems, hardware and software, and peripheral equipment.

· Considerable knowledge of LAN systems and interfacing capabilities with other systems and programs.

· Skill in operating a variety of personal computer equipment, applications, peripherals, and related equipment.

· Ability to keep current with the rapidly changing computer technology.

· Ability to plan, organize, and schedule work effectively.

· Ability to communicate effectively in oral and written forms.

· Ability to train users.

· Ability to develop and maintain effective working relationships with vendors, users, employees, supervisor, and others interacting with the computer staff.

· Ability to work collaboratively in a team environment to learn and apply continuous process improvement principles and tools.

Education

Associate’s degree with a major in computer science or related field
Experience

One (1) to four (4) years’ experience in personal computer and networking applications and administration; or an equivalent combination of education and experience.

Physical Requirements
Must be able to physically perform the basic life operational functions of climbing, stooping, kneeling, crouching, reaching, walking, lifting, fingering, grasping, feeling, talking, hearing, and repetitive motions.  Must be able to perform medium work 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.  Must possess the visual acuity to work with data and figures, to use measurement devices, to operate a computer terminal, and to read extensively.

Working Conditions

Work in this class is performed primarily in an environmentally controlled office setting and employee is not substantially exposed to adverse environmental conditions.

Special Requirements
Valid North Carolina driver license

FLSA Status: Non-Exempt

Disclaimer

This classification specification has been designed to indicate the general nature and level of work performed by employees within this classification. It is not designed to contain or be interpreted as a comprehensive inventory of all duties, responsibilities, and qualifications required of employees to perform the job.  The City of Morganton reserves the right to assign or otherwise modify the duties assigned to this classification.
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