
DEFINITION: 

TEHAMA COUNTY DEPARTMENT OF EDUCATION 
JOB DESCRIPTION 

HELP DESK SUPPORT 

0/fic~ 
El iec tive: OJ/29{ 19 

Under direct supervision of !he Execulive. Direclor. Information Technology. this pasilion provides 
firs I level help desk compuler support. including diagnosing and resolving end-user hardware and 
software issues over the lelel)hone tor Tehama' Coun ly Department of EducaHon (TCDE). 

ESSENTIAL FUNCTIONS AND JOB RESPONSIBiliTIES: 
Any one position may no t include a ll of tne lis led duties, nor do a ll of !he listed examples include 
a ll tasks, which may be found in positions within lhis·c tossification. 
o Answer help de·sl« telepliones to provide support to remotely diagnose. resolve or roule end~ 

user compu ter hardware, software and netwrnk access issues. inc luding email, ba_sic 
productivity and curriculum pr.ogram~ or other systems -as identified, 

o Resolve customer service issues on the first call. 
o Route requests to appropriate personnel for repair and maintenance of computer equipment. 
o Maintain help desk sys tem and staff· ca lenders. 
• Work with customers lor basic web suppor1. poslings. ~tc .. a long with web site basic 

maintenance. 
o Schedule and do'cument work assignments in accordance wllh policies and procedures using 

the. work order system 
• Coordinate and provide support for trainings and virtual field trips. 
• Provide o Hice training and basic in .. service for various technology tools. i.e.~ video 

conferencing, basic o ffice automation loots. etc. 
• Invoice dist ricts for the services performed under service agreements; create invoices; run 

billing reports and tronsfe! of Funds; run income reports and track district and county billable 
hours. fQr transferring of ·funds from one distric t/deportment lo IT. 

• Coordinate meetings, ensure accurate and timely filing of lime-sensitive documents. f.e .• E-
rale program. 

o Main ta in invenlory records on all software and technology equipment. 
• Accvralety document messages. 
• Perform o varie ty of duties such as answer telephones; receive shipments and sari mail; 

p rocess forms and requests; process purchase orders. trove'! pl.Jrchose orders, requisitions and 
invoices, maintain accurate records; and duplic.o te. material. 

o Perform addilionol tasks as assigned. 
o Drive occasionally for .department b~siness (optional). 

EDUCATION AND EXPERIENCE: 

Any combinafion of education. tra ining. and experience which demons troles abiti\y to p_erform 
the duties-and responsibilities· OS descrit;>ed. 
• High school dip loma or equivalent. 
• Three years responsible admlnislrotive secreto.rial experience. 
• Experience in schoO.!s and/or educalionol envire'nmenl. 
• ExperiE~nce or courseworl< in bopkkeeping. computers/technology, communication via email 

and formal le tters. and e~perience o(ganizing and coordinoting work in busy .office 
environment. 

KNOWLEDGE OF: 
• Computers and lh.eir office wsoge. i.e. M.S. Office. and general clerical and office operation 

procedures and communicution. 
• Basic technical skills and aptilude to learn technology to help support IT stafl and customers. 



ABIL!IY 10: 
• Maintain confidentiality. 

Tehama County Deportment or Ec!ucotion 
Job Descrlption 

Help Desk Suoport 

• Communicate d early and concisely. both orally and in writing. 
• Establish and maintain effective working relolionships. 
• Handle multiple line telephones in a busy environment. 
• Work with others in a pro fessional. cooperative. and productive manner. 

Officio~ (V" 
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• leam basic computer tmubleshooting skills and apply those to future technical issues. 
• Employ a customer service approach and present Information about technical issues clearly. 

both verbally and in writing. 
• Follow verbal and written pions and technical instructions with minimal supervision and 

guidance. 
• Prioritize projects and seNices to minimize user interruption and down lime. 
• Meet schedules and timelines. 
• Utilize post experience to solve current issues and hove on aptitude to team various computer 

troubleshooting steps over lime. 
• Work flexibly with a ttention to detail and excellent customer service skills. 
• Operate a variety of office equipment Inc luding o copier. fox machine, computer. and 

assigned soflware. 
• Keyboard accurately at on acceptable rote. 

PHYSICAL DEMANDS: 
The physical requirements indicated below ore examples of the physica l aspects I hot this position 
c lossifica lion must perform in carrying out essential job functions. 
• Persons performing service in this position c lassification will exert 10 to 20 pounds of force 

frequently to fill, corry, push. pull, or otherwise move objects. This type of work involves sitting. 
standing, and walking frequently. 

• Perceiving flhe nature of sound. near and lor vision. depth perception. providing oral 
information. the manual dexterity 10 operate business related equipment, and handle and 
work with various ma terials and objects ore important aspects of this job. 

Reasonable occommodolion may be mode to enable a person with a disability to perform fhe 
essential functions o f the job. 

TERMS Of EMPLOYMENT: 
Salary and work year to be established by County Superintendent. 
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