Posting Date:  01/30/12 

Closing Date: OPEN
HELP DESK OPERATOR Temporary
Finance

Work Function Code: 016     


Compensation: $15-18/hour 

SUMMARY:  With supervision, responds to, researches and resolves P.C. issues and questions for the School’s user groups.

Essential Functions:

1.
Adds or exchanges PC accessories/components and data communication equipment,


to include configuring work stations and testing for functionality

2.
Supports users with email, printer and various software difficulties by providing


them with expert and creative solutions to ensure satisfaction and productivity.
3.
Participates in Team projects and assists other Desktop Service Staff in support


of major projects in order to enhance the quality and efficiency of the I.T. Dept.

4.
Logs and tracks inquiries using a problem management database and maintains


history records and related problem documentation.

.



Work Schedule: 20 daytime hours, Monday through Friday. This position is a temporary position due to last approximately 8-10 weeks.
Knowledge, skills and general abilities:

1. General PC knowledge and skills (both software and hardware), including Windows 2000/XP. 

2. General technical knowledge of personal computers in stand-alone and network environments.

3. General knowledge of Microsoft Word, Excel, Outlook, and Power Point systems and applications.

4. Some technical experience troubleshooting hardware and software related issues, to include operating systems, applications and personal computers in stand-alone and network environments.

5. General knowledge of campus layout and computer locations with ability to follow campus map.
NOTE:  The information outlined above is not all inclusive and is intended only to provide a general overview of the position currently available.  Applicants who want more detailed information about work environment, mental & physical requirements, etc. should contact the Human Resources office for a complete copy of the Position Description. 

