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HUMAN RESOURCES / EMPLOYEE COMPENSATION

POSITION CLASSIFICATION - 9610

August 1997

POSITION TITLE:
Computer Technical Liaison

REPORTS TO:
Designated managers in the Department of Technology Services

Objective: To configure, deliver, and install microcomputer and network hardware and software to administrative departments and schools.  To resolve District Hot Line calls and troubleshoots site problems, as directed.

Essential Functions:
1.
Coordinates set-up, delivery and installation of computer and network hardware and software.
2.
Configures and installs equipment in staging area and tests all hardware and software components before delivery.

3.
Arranges for delivery, installation and testing of equipment and software at site.

4.
Resolves Hot Line calls as required.

5.
Maintains a state-of-the-art knowledge of computer hardware and software technology.

6.
Provides regular activity and status reports to management.

7.
Performs other related duties, including special projects, as required or requested.

Education/Experience: Education equivalent to graduation from high school/GED, with a college degree preferred.  Demonstrated training and experience repairing, maintaining and upgrading personal computers.  Two (2) or more years experience installing a variety of microcomputer hardware and software.  Demonstrated knowledge of data processing equipment, systems and techniques, including MS-DOS, Windows, Macintosh, and UNIX, and 
purchasing inventory procedures and practices.  Demonstrated knowledge of computing in a distributive, networked environment.  Demonstrated knowledge of phone systems and telecommunications components.

Performance: Demonstrated experience performing in compliance with established human resource and departmental policies regarding: attendance (absences, tardiness, sick leave and vacation use, and other scheduled or unscheduled absences); dress code; customer/member services; safety; security, disaster and other policies procedures and practices.  Demonstrated effective and diplomatic oral and written communication.  Performance is limited to the scope of essential duties and responsibilities. 

Physical/Environmental Characteristics: Essential duties are routinely performed in a general office work environment and regularly require sitting at a work station/desk plus movement while completing paperwork or using computers, printers, calculators, copiers, fax machines and other business office machines and equipment.  Essential duties may involve: occasional kneeling, squatting, crouching, stooping, crawling, standing, bending, climbing (to stack, store or retrieve supplies or various office equipment), as directed.  Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required. 

