
Computer Assistant

Position Purpose:
The purpose of this position is to provide skilled technical and administrative duties in supporting the operations of the Computer Department.  Incumbent provides first-level help-desk support to town’s employees; manages purchasing, inventory and computer-related supplies; and all other related work as required.  

Supervision:
Scope and Judgment: Performs a variety of responsible duties of an administrative and technical nature requiring the exercise of judgment to carry out assignments independently and analyze facts and circumstances surrounding individual problems; work at this level requires a working knowledge of departmental operations.

Supervision Received:  Reports to the Computer Director on a daily basis to discuss technology issues and specific problems.  Independently establishes own daily work agenda based on user requests and regular routine. 

Supervision Given:  Supervises support consultants.

Job Environment:
Work is performed at remote sites (Police Department, Fire Department, DPW, Library, Town Hall).  Work is also performed in a server room in the computer department. The work environment is generally moderate in noise level.  

Operates all computers, servers, telephone, and all other standard office equipment.

Makes frequent contact with town employees, consultants and purchasing vendors.    Contacts are in person, by telephone or correspondence contingent upon nature and degree of technology problem.    A weekly visit is given to the Fire Department for maintenance of Fire Department server.

Has supervisor rights to confidential information including passwords and daily user activity.

Errors in judgment could result in town-wide server outages and confusion, damage to or loss of information, and reduced levels of production from users.

Essential Functions:
(The essential functions or duties listed below 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 to the position.)

Provides help desk support to all employees and sites in a timely fashion during normal operational business hours.  Establishes and maintains user and e-mail accounts on the network granting access to required network files and programs.

Maintains and troubleshoots the Local Area Network, including maintenance of the PDC, user accounts, security, virus protection, data integrity.

Trains departmental users to ensure productive use of existing and new systems.

Monitors contractual agreements and the delivery of MIS services provided to organizational units within the municipality.

Manages purchasing of all needed computer supplies and tools.  Maintains inventory for all town-owned computer; responsible for delivery of all computer-related supplies.  Maintains all town equipment serial numbers, location and warranty information.
Pays/processes routine computer-related invoices and payments on a regular basis.

Installs and upgrades system software, and ensures daily backup on all workstations and servers necessary for proper operation.  Ensures antiviral software is administered and updated and resolves potential computer virus problems.

Maintains town website, assists Web Master in updates and design of web with Director approval.

Attends seminars and training classes to maintain current knowledge of industry.  Studies and reads latest technology.

Provides direct technical support to the Fire Department.

Performs the duties of the Computer Director in his/her absence.

Performs similar or related work as required.

Minimum Entrance Requirements:
Education, Training and Experience:

Bachelor’s Degree in MIS or Computer Science in related field; or five years of proven experience. Experience assisting users remotely and onsite is required.  If less than five years experience, then certificates in various server software would be required.

Special Requirements:
Possession of a valid motor vehicle operator's license.

Knowledge, Ability and Skill:

Knowledge:  Complete working knowledge of current information technology including PC hardware and software applications; understanding of LAN/WAN concepts and server administration.  Familiarity with antivirus software, backup software, and related procedures.  
Ability:  Ability to evaluate, analyze and resolve complex computer problems and make logical, reasonable decisions for implementation.  Ability to communicate effectively and instruct all levels of users within the Town.  Ability to communicate clearly both orally and in writing.  Ability to train others in the use of PCs.  Ability to write simple database programs.  Ability to modify, program, and publish HTML documents to the Internet to support the Town’s web site.  Ability to communicate effectively verbally and in writing.  Ability to work well with employees in all departments.

Skill:  Troubleshooting skills.  Skills in managing all computer operations as mentioned above.  Strong task-oriented skills required. 

Physical Requirements:
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 

Minimal physical effort required to perform work under typical office conditions.  Frequently required to sit and talk or hear, walk, and manipulate objects, tools or controls. Incumbent may frequently lift/move/push equipment up 10 pounds; intermittently maneuvers equipment up to 25 pounds. Regularly required to spend a large portion of time operating computer equipment and viewing computer screens.

(This 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.)
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