
 
 

Job title Network & Desktop 
Support Technician Grade Number 11 

Reports to Network and System Specialist FLSA Classification Non-Exempt 

Department Administration Effective Date 3-1-23 

 
Job purpose 
 
Performs a variety of technical functions pertaining to the Information Systems Department, including help 
desk, software installations and repairs, hardware installation and repairs, camera network, employee training.  
Works under the general guidance and direction supervision of the Network and System Specialist or 
Administrative Director. 

 
Duties and responsibilities 
 

• Maintain Desktop Systems and Accommodate User Needs: (1) Troubleshoot help desk requests and 
correct hardware and software problems; (2) Configure and maintain desktop hardware; (3) Knowledge 
of user software needs and ability to install and maintain software; (4) Integration with a variety of 
printers and shared printers; (5) Knowledge to maintain and troubleshoot email operations; (6) Maintain 
daily log of errors and files. 

• Support Server and Network hardware and operation including server systems such as DHCP, DNS and 
Active Directory. 

• Install and maintain CCTV and wireless camera network.  
• Must have the ability to periodically work variable hours; to work early mornings, late evenings, 

weekends, and holidays to meet on going repair demands, maintenance schedules, backup schedules and 
ensure productivity is not impaired. 

• Performs other duties as assigned. 
 
 
Qualifications 
 
Education and Experience: 

A. Graduation from a High School or equivalent. Course background in office computer systems and data 
processing.  

AND 
B. Two (2) years of progressively responsible work experience performing help desk/desktop support 

functions.  
OR 

C. An equivalent combination of education and experience. 
 

Knowledge, Skills and Abilities: 
• Fundamental knowledge in the following areas: (1) Knowledge of desktop Windows operating systems, 

Windows Office, Google Apps and general knowledge of the integration of 3rd party applications into 
the Windows desktop; (2) Knowledge of software applications with the ability to learn and adapt with 
new applications; (3) Knowledge of desktop and server hardware; (4) Knowledge of networking systems 
and computer operations. 



 
 
 

 
 

• Excellent public relation skills to provide a high level of cooperation between departments; ability to 
communicate effectively both verbally and in writing; ability to teach people to use state of the art 
computer capabilities; ability to work under stress and time deadlines.  

• Must be self-motivated with ability to adapt quickly to different situations; must have ability to find 
solutions to problems through the use of documentation, online resources, and technical manuals. Must 
be able to communicate and coordinate with 3rd party support contract services. 

 
Special Qualifications:  

• Must be able to type 40 WPM 
• Must be able to respond to on-call emergency situations that result in hardware, connectivity, and/or 

data loss.  
 
Working conditions:  

This position requires light physical effort. It may include frequent lifting of up to 15 pounds and occasional 
lifting of up to 75 pounds. Some bending, stooping, and/or lifting will be required. Considerable walking 
may be involved. 
 

Supervision Exercised 
 
None. 
 
 

The above statements are intended to describe the general nature and level of work being performed by 
individuals assigned to this job. They are not intended to be an exhaustive list of all responsibilities, duties, 
or skills required.  This job description is subject to change as the need and requirements of the job 
change. 
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