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TEHAMA COUNTY DEPARTMENT OF EDUCATION
JOB DESCRIPTION
WORKSTATION SPECIALIST

DEFINITION:

Under general supervision of the Executive Direclor, Information Technology, this position will install
and configure computer workstations/laptops/thin clients, efc., as well as, responsible for
maintaining. meonitoring, diagnosing and froubleshooting workstations, and peripheral hardware.

ESSENTIAL FUNCTIONS AND 10OB DUTIES:

Any one posifion may not include all of the listed duties. nor do all of the listed examples include

all tasks that may be found in positions within this classification,

= |nstall or repair Windows, Apple, or ChromeOS devices with standardized applications and
operating systems, diagnosing and solving problems that develop in their cperations.

»  Setup and support labs, video conferencing sessions, etc. as needed, and in conjunction with
Help Desk staff.

» Resolve device [workstations, laptop, iPaas, Chromebooks) communication problems to
ensure customers and employees have access to Tehama County Office of Education
resources and nebwarks.

»  Provide basic customer support for office software, including on-premise ond remote
diagnostics 1o resolve basic customer issues.

=  Provide customer support through fechnical competence and effective communication skills
in accordance with the county's policies and procedures,

*»  FEnsure the support ficket and resolufion for each customer clearly and effectively defines the
support issue and the solutfion.

»  Answer Help Desk telephones.

»  Utilize multi-tasking and communication skills to simultaneously employ numerous resources to
research and resolve issues in a timely manner.

= Effectively communicate technical problems. requirements, and results to team members,
customers, and managemeant.

*  Provide specific feedback to improve products ond processes to senior team members and/or
management as directed,

»  Provide basic web site maintenance and content updates.

»  Respond to customer guestions and exploin the operation of basic softwaore applications and
hardware.

»  Assist in the maintenance of standards and documentation,

»  Perform other dufies as required.

»  Drive freguenily for department business.

EDUCATION AND EXPERIENCE:

Any combination of education. training, and experience which demonstrates the ability to
perform the duties and responsibilities as described.

= Bachelor's degree in Computer Science Management Information Systems preferrea.

Two [2) years' experence installing and supporting workstations.

Current cerfification in one or more is prefered: MCITP, MCDST, A+,

Vdlid California driver's license and evidence of insurance.

ENOWLEDGE OF:
=  Concepts of data communication netwoaorks.
= Installation and configuration of devices and software.
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ABILITY TO:

*  Maintain confidentiality.

* |dentify, research, ond resolve technica problems using multiple resources (Infemet,
knowledge base, etc.).

= Demonsfrate clear written communication skills ond clearly document  symotoms,
troubleshooting steps, and compose professonally written emails.

=  Demonstrate customer service skills defined as the ability to probe and identify customer need,
inform the customer through the support process. quickly resolve customer issues, and
empathize gnd / or diffuse issues.

= Follow verbol and written plans and technical instructions with minimal supervision and
guidance.

= Priorifize projects and services fo minimize user inferruptions and down fime.

= |dentify proboble couses of applicotions, network access and resolve them in a fimely
manner, or escolate to senior staff.

*  Employ acustomer service approach and present information about technical issues clearly,
beth verpally and in writing.

»  Ahility to meet the County's service level agreements with a high fevel of custormer
satisfaction.

»  Build and maintain credibility with office staff and constituents,

» Confribute to a strong team envirenment by upholding high weork standards,

=  Confribute to ongoing initiatives to improve service levels.

*»  Practice good work habits by daily management of work queue and service requests and
effective communication with help desk.

EHYSICAL DEMANDS:

The physical requirements indicated below are examples of the physical aspects that this position

classification must perform in carrving out essential job funclions.

=  Persons performing service in this position classification will exert 25 to 30 pounds of force
frequently to lift, camy, push, pull, or otherwite move objects. This type of work invoives sitting,
standing, and walking frequently.

= Perceiving the nature of sound, near and far vision, depth perceplion, providing oral
information, the manual dexterity to opera'e busingss related equipment, and handle and
work with various materials and objects are important aspects of this job.

Reasonable cccommiodation may be made to enable a persen with o disability to perform the
essential functions of the job.

TERMS OF EMPLOYMENT:
Salary and work yeor o be established by County Superintendent.
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