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JOB TITLE:    Information Technology Support Specialist I 
 
DEPARTMENT:   Information Technology Services 
 
LOCATION:  Main Library 
 
JOB SUMMARY:   The Information Technology Support Specialist I performs a 

variety of professional and technical duties related to the 
overall design, operation and maintenance of the library’s 
computer systems. 

 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES: 
 

1. Responsible for the system-wide network equipment, including the servers, 
workstations, peripherals, software, etc.  

 
2. Provides system administration and maintenance for Windows-based multi-

server environment (DNS, DHCP, file sharing, active directory, etc.). 
 
3. Responsible for cable maintenance throughout facilities. 

 
4. Installs software and hardware throughout facilities.  Responsible for upgrades, 

maintenance and troubleshooting of software and hardware. 
 

5. Maintains integrity of the system using appropriate security measures.  
Recommends enhancements to security measures as needed. 

 
6. Responsible for monitoring daily systems backup and overall network backup. 

 
7. Responsible for working with outside vendors for repair and maintenance of the 

computer network and telecommunications as needed.  
 

8. Spearheads research and development for the library’s computer network and 
systems. 

 
9. Creates, updates, and maintains inventory records for all software and 

hardware. 
 

10. Creates and maintains documentation for the library’s network and computer 
equipment. 

 
11. Provides the Coordinator of Information Technology with pertinent information 

about upcoming projects for the annual budget. 
 

12. Assists in the administration of the library’s virtual servers.   
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13. Responsible for developing and completing strategic plan objectives related to 

hardware and software. 
 

14. Contributes to a positive working environment and organizational unity by 
courteously, positively and proactively communicating with peers and 
supervisors. 

 
15. Maintains positive and proactive customer service behaviors at all times, 

recognizing that the public and staff are customers. 
 

16. Other duties as assigned. 
 
 
DESIRED QUALIFICATIONS: 
 

1. Must meet one of the following minimum education requirements: 
• Associate degree in computer-related field 
• High school diploma/equivalent and relevant technical certificates (A+, G-

Suite, MCP, etc.) 
• High school diploma/equivalent and experience administering Windows 

2012/2016 servers. 
 

2. In-depth knowledge of computer hardware and software. 
 

3. Demonstrated knowledge of Windows 7/8/10. 
 

4. Excellent communication skills and positive public service commitment. 
 

5. Demonstrated ability to repair and troubleshoot network computer equipment 
and peripherals. 

 
6. Demonstrated ability to use and show/teach others how to use office productivity 

software, such as Microsoft Word, Excel and PowerPoint. 
 

7. Excellent verbal, interpersonal and written communication skills. 
 

8. Ability to translate and communicate technical information, both verbally and in 
writing, to a non-technical audience. 

 
9. Strong organizational and time management skills. 

 
10. Ability to exercise initiative and independent judgment. 

 
11. Ability to deal effectively with the public in a tactful, courteous manner. 
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12. Ability to promote and maintain effective relationships with other staff and to 
work in a team environment. 

 
13. Ability to work with minimal supervision. 

 
14. Positive service attitude. 

 
15. Valid Michigan driver’s license. 

 
 
PREFERRED QUALIFICATIONS: 
 

1. Bachelor’s degree in computer science or related field. 
 

2. Experience managing network security, Centralized Anti-Virus software 
(Bitdefender) 
 

3. Experience in server virtualization environment such as Hyper-V 
 

4. Experience in Cisco Switching and Routing, Firewall, Wireless Controller and 
VoIP. 
 

5. Experience supporting and maintaining 802.11b/g wireless networks. 
 
 
PHYSICAL ACTIVITY REQUIREMENTS: 
(Degree of physical demands (strength) usually associated with the essential functions 
of the position) 
 
Light Work:  Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of 
force frequently, and/or negligible amount of force constantly to move objects.  Light 
Work usually requires walking or standing to a significant degree.  The type of physical 
demands usually associated with the essential functions of this classification are:  
stooping, kneeling, crouching, reaching overhead and horizontally, handling, fingering, 
feeling, talking, hearing and seeing. 
 
 
REPORTING RELATIONSHIPS: 
 
This position reports to the Coordinator of Information Technology.   
 
There are no day-to-day supervisory responsibilities associated with this position; 
however, does provide direction to computer assistants as needed.   
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