
DEFINITION: 

TEHAMA COUNTY DEPARTMENT OF EDUCATION 
JOB DESCRIPTION 

WORKSTATION SPECIALIST 

0/ficiol;~~ 
Etreclive: 03/29119 

Under genera l ~upervision of the ~ecu live Director, Information Technology, this p osition will install 
ond configure computer workstations/laptops/thin c lients, etc., o.s well as, re.sponsib le for 
maintaining, monitoring, diagnosing and troubleshooting work.stations. and peripheral hardware. 

ESSENTIAL FUNCTIONS AND JOB DUTIES: 
Any one position may not include a ll of the listed duties. nor do a ll of the listed examples include 
a ll tasks that may be found in positions within this classification. 
• Insta ll or repair Windows, Apple, or ChromeOS devices with standardized applications and 

opera ting systems, d iagnosing and solving problems that develop in their operations. 
• Setup and support tabs, video conferencingsessions, etc. as needed. and iri conjunction with 

Help Desk staff. 
• Resolve device (worksta tions, laptop. iPaos, Chromebooks) communication problems to 

ensure customers and employees hove o:::cess to Tehama County Office of Education 
resources and networks. 

• Provide basic customer support for office software. including on-premise and remote 
d iagnostics to resolve basic customer issues. 

• Provide customer .support through technical compe·tence and e!teclive communication skills 
in accordance wilh the counly's policies and procedures. 

• Ensure the support ticket and resolution for ~ch customer clearly and effectively defines lhe 
support issue and the solution. 

• Answer Help Desk telephones. 
• Utilize multi-tasking and communication skills to simultaneously emp loy numerous resources to 

research and resolve issues in a timely manner. 
• Effectively communicate technical problems. requirements. and results to leam members, 

customers, and management. · 
• Provide specific feedbaGk to improv·e products and processes to senior team members and/or 

management as directed. 
• Provide bosic web. site maintenance and con tent updates. 
• Respond to customer questions and explain the operation or basic software applica tions and 

hardware. 
• Assist in i he maintenance o f standards and documentation. 
• Perform o ther duties as required. 
• Drive frequently for deportment business. 

EDUCATION AND EXPERIENCE: 

Any combina tion of education. training, and experience which demonstrates the. ability to 
perform the duties and responsibilities as described. 
• Bachelor's degree in Compuier Science Management lnformofion.Systems preferred. 
• Two [2) years' e)(perience insta lling and supporting worksta tions. 
• Current certification in one or more is pre ferred: MCITP. MCDST. A+. 
• Valid Califomio d river's license and evidence of insurance. 

KNOWl EDGE OF: 
• Concepls of data communication networkS. 
• Insta lla tion and configuration of devices and software. 
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ABILITY TO: 
• 
• 

• 

• 

• 

• 
• 

• 

• 

• 
• 
• 
• 

Maintain confidentiality . 
Identify, research. and resolve technical p roblems using multip le resources (tntemet, 
knowledge base. etc.) . 
Demonstrate c lear wriffen communication skills and clea rty document symptoms . 
troubleshooting steps, and compose profes!ionally written emails. 
Demonstrate customer service skills defined os the ability to probe and identify c ustomer need, 
inform the customer through the support process. quickly resolve customer issu.es, and 
empathize and I or diffuse issues. 
follow verbal and writlen p ions and technical instructions with minimal supervision and 
guidance. 
Prioritize projects and services to minimize user interruptions and down time . 
Identify probable causes of applications, network access and resolve them in o timely 
manner. or escalate to senior staff. 
Emp loy o customer service approach and present information about technical issues clearly, 
both verbally and in writing. 
Ability to meet the County's service level agreements with a high level of customer 
satisfaction. 
·Build and maintain c redibility with office staff and cons tituents . 
contribute to a strong team environment by upholding high warR standards . 
Contribute to ongoing initiatives to improve .;ervice levels . 
Proclice good work habits by daily management of work queue and service requests and 
effective communication with help desk. 

PHYSICAL DEMANDS: 

The physical requ1rements indicated below are examples of the physical aspects that this p osition 
classification must perform in carrying out essential job I unctions. 
• Persons performing service in this position classification will exert 25 to 30 pounds of force 

·frequently to lift. corry. push. pull, or o therwi!e move objects. This type o f worl<"invotves sitting, 
standing. and walking frequently. 

• Perceiving the nature of sound. near and far vision, depth perception, providing oral 
information, the manual dexterity to opera·e b usiness related equipment, and handle and 
work-with various materials and objects ore important aspects of this job. 

Reasonable accommodation may be mode to enable a person with a d isobllity to perform the 
essential fvnctions ofthe job. 

TERMS OF EMPLOYMENT: 

Salary and work year to be established by County Superintendent. 
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