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Job Description – IT Support Technician

	Division/Department:
	Service

	Job title:
	IT Support Technician

	Reports to:
	Service Manager – Cynthia Nonemacher

	Type of position:

     ( Full-time               ( Part-time               ( Contractor               ( Intern

	General Description: 

Employee is responsible for implementation, service, and support of customer networks. Will provide consultation and training to users on best practices for maintaining system integrity and more. Must enjoy working with others, be a fast learner, and have excellent diagnostic skills. Should be an enthusiastic individual, committed to customer satisfaction, able to juggle multiple tasks, and be able to manage a fast paced environment, as well as down times. Will require some weekend pager support. Must have experience in Microsoft networks. Experience in Unix, Linux, and WAN a plus. 


	Job Responsibilities:

Support

· Effective and friendly customer service

· Onsite and in-house customer support
· Hardware consulting (may include acting as liaison between CCI, the customer, and other involved parties for particular projects).

· Hardware installation and  training
· Problem diagnosis

· Problem solving

· Appropriate research

· Service follow-up: responsible for clearly communicating with customers when an issue is resolved
· Having customers authorize work before it is completed.


	· Reviewing billable time with customers after work is completed.
· Discussing potential system maintenance and/or service opportunities with customers and appropriate internal service management.
Other
· Time logs completed and handed in on a daily basis
· Communicating with all internal departments

· Creation / revision of procedural documentation
· Creation / revision of technical documentation
· Work effectively in team environment


	Starting Salary: 
	

	Reviewed by (employee):
	

	Approved by (employer):
	

	Date hired:
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