__________County Government
Job Description

Job Title:
Support Specialist 
Department:
Information Technology
Reports to:
Director
FLSA Status:
Non-exempt
EEO Code:
C
Issue Date:
6/19/09
Revised Date:
7/12/17
The intent of this job description is to characterize the typical tasks performed by individuals in this position and should not be considered an all-inclusive listing of work requirements and duties. Other tasks may be assigned at the discretion of management including work in other functional areas.  All Employees must have legal authorization to work in the United States.
Job Summary:
 Responding to user calls or management direction, this position performs technical work involving installation and maintenance of computer hardware, software and related components.
Essential Duties and Responsibilities:

1. Installs computers, software, peripheral equipment and upgrades for the departments of Williamson County Government including mobile devices such as smartphones and tablets.
2. Maintains and monitors hardware and software inventory throughout the county.
3. Maintains Help Desk call logs to ensure that all user calls are recorded and resolved.

4. Responds to calls or contacts from users experiencing problems with computer software, hardware or systems and seeks user procedural information to determine source of error.
5. Conducts diagnostic review and examination of computer system to determine source of problem.

6. Conducts research and consults with other department technicians in order to determine appropriate corrective action.
7. Consults with programmers to identify software issues and recommend changes to existing programs.

8. Contacts software and hardware vendors to assist users requesting service regarding defective products.

9. Reviews and examines software and hardware to evaluate ease of use and if the product best meets the particular needs of the user.
10. Researches and reviews industry literature and attends seminars and trade shows to keep abreast of current information and trends in the technology support field.
11. Performs other duties as assigned.
Supervisory Responsibilities:  
· Position has no supervisory responsibility
Examples of Knowledge and Skills Required:  
· Knowledge of technical aspects of computer network environment.

· Working knowledge of cabling and wiring standards of the County’s in use platforms and related technologies.

· Ability to organize material, analyze information and develop appropriate recommendations.

· Ability to acquire and maintain knowledge of information systems trends and developments through training and review of periodicals.

· Ability to communicate succinctly with users and technology staff in order to identify and resolve problems.
· Working knowledge of Active Directory such as adding user accounts.

· Must be able to drive and operate an automobile or similar vehicle.
Education and/or Experience: 
Vocational/technical training in computer systems installation, maintenance and repair and one year experience in diagnostics and troubleshooting of current hardware technologies, with broad experience in use and application of current standard software packages; or High School diploma and 3 years related experience and training; or equivalent combination of education and experience.
 Certificates or Licenses Required:

· Must possess a valid Tennessee Driver’s License or obtain such if driving under a valid driver’s license from another state.
· A+ (or equivalent) certification preferred.

· N+ certification preferred.
Physical Demands:  
· Employee will be required to stand, stoop, walk, reach, bend and lift up to 50 pounds.  
· Must possess sufficient sight, hearing and dexterity with hands and fingers to perform installation and maintenance on computers, cabling and wiring on desk tops or in ceilings and walls.
Work Environment:  
Most work is conducted in office setting with exposure to the heat, cold and humidity of unheated or cooled areas in and around county buildings.  Some exposure to heights or electrical shock.
