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JOB DESCRIPTION


R.U. 140

ORGANIZATIONAL CATEGORY: Operations
JOB CLASSIFICATION: Teach Support Staff
                                                 TITLE:  Technical Support
IMMEDIATE SUPERVISOR: Director of Fiscal/MIS
ADMINISTRATIVE OVERSIGHT: Director of Fiscal/MIS
SUBORDINATES:  None  

DEPARTMENT/SERVICE/UNIT: MIS Department 
TIME SPAN/CLASSIFICATION/WORKING HOURS: Regular Full-Time Position 
OVERTIME:
Exempt    FORMCHECKBOX 

Nonexempt    FORMCHECKBOX 

LENGTH OF PROBATIONARY PERIOD:  Six Months

QUALIFICATIONS:


Minimum:

     Education:  Associate’s Degree in computer field or related area. 
            Skills:  Working knowledge or computer systems, software/hardware and LAN/WAN networks. 
                  Experience: 6 months to 1 year in related field
Licensure/Certification:  Valid driver’s license with good driving record; First Aid/CPR certification.

Preferred:

                   Education:  Bachelor's Degree in MIS, Computer Science or a related field

           Skills:  Working knowledge of CMHC, CARF standards and extensive knowledge in computer systems, network layouts and software/hardware

   Experience: 2 years experience in related field

   Licensure/Certification: A+ certification (Computer Hardware)
GENERAL JOB DUTIES AND RESPONSIBILITIES:  (To be performed by anyone holding this 

Position, regardless of specific site or program)

1. Maintain helpdesk for hardware/software support system that documents RFA’s

2. Maintain and ensure that agency hardware/software is operating satisfactory throughout the agency.

3. Respond to user RFAs and coordinate repairs based on priority needs.

4. Install new hardware and software and perform necessary computer equipment upgrades.

5. Perform routine monthly maintenance checks of agency network. Maintain documentation of systematic computer review process and upgrades.

6. Coordinate relocation of agency computer equipment and server.

7. Process and place MIS approved orders with vendors and verify receipt of MIS items as ordered.

8. Maintain agency software/hardware computer equipment inventory and submit any updates to Fiscal Department.

9. Ensure the regularly schedules backup are completed and stored appropriately.

· DENOTES ESSENTIAL FUNCTIONS:  (as defined by ADA)

1. Must be able to utilize a computer and be able to complete detailed work.

2. Must be able to analyze computer needs, identify technical problem and develop and implement resolutions.

3. Must be able to travel to various sites 

EMPLOYEE CHARACTERISTICS: 

1.  Must be able to work independently and participate in team projects.


2.  Must have good verbal and written communication skills. 


3.  Must be able to coordinate multiple tasks and prioritize projects and seek assistance when needed. 


4.  Must have good organizational skills and work effectively in a team setting. 
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TRAINING REQUIREMENTS:

1.
First Aid

2.
CPR 

3.
Infection Control, Bloodborne Pathogens, and Tuberculosis

4.
Drug Free Work Place for  Employees

5.
Client Confidentiality 

6.
Cultural Diversity

7.
Emergency and Safety Procedures

8.
Client Abuse and/or Neglect Reporting Procedures 

9.
Client/Staff Incident Reports 

10.
Employee Orientation -
SPECIFIC COMPETENCIES:

1. Required to maintain First Aid/CPR certification.

2. Must maintain agency confidentiality.

3. Must be able to demonstrate a working knowledge of and demonstrate an ability to communicate all phase of new employee orientation subjects.

OTHER  DUTIES (Specific to a site or program)

1. Maintain software licensure by ensuring the current number of users.

2. Input approved MIS purchase orders into CMHC.

3. Travel to sites to provide support and basic computer operation training.

4. Participate in MIS cross training.

5. Prepare for the return, disposal and purchase of computer equipment

6. Maintain agency servers and internet/email accounts. 

7. Other duties as assigned by supervisor.
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Employee Signature: ________________________


Date  ________________

