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Nat ure of Work

Under general supervision, perforns full-performance |evel
technical work installing, maintaining and supporting desktop
conputers, and/or Local Area Network/Wde Area Network( LAN WAN)
Ensures conti nuous operation by readying the system responding
to pronpts and enters any data required by the system
Tr oubl eshoots software and hardware problens, pulls cable, and
installs hardware. Reviews literature and recomrends purchase of
har dware and software. This position requires sone travel. May
performlead worker responsibilities. My participate in a 24-
hour call schedule. Perforns related work as required.

Di stingui shing Characteristics

The Information Systens Coordinator 2 is nore advanced and
is responsible for a wider scope of activities than an
| nformati on Systens Coordinator 1. The incunbent is given nore
conpl ex assignnents and has nore | atitude for independent
j udgenent .

Exanpl es of Work

Di scusses information processing strategies with superiors; makes
recommendati ons for purchase of personal conputers,
peri pherals, software, and related itens; solicits
i nformati on and bids from vendors.

Provi des on-site and renote technical support for personal
conputers, |aptops, and other peripheral conputer equipnent;
installs and supports | ocal area networks (LAN) equi pnent
including routers, switches, controllers, cabling, network
and |l ocal printers; uses diagnostic tools and/or nonitoring
software to identify problens; contacts vendors for
techni cal assistance on repairs/upgrades as necessary.

I nstructs users by phone and email on solutions for hardware and
sof tware probl ens; supports users with technical and system
problens relating to network access, printer access, and
operations for LAN and m d-range conputers in a division or
agency.

Tr oubl eshoots and mai ntai ns connectivity between multiple
| ocations of a wide area network (WAN); assures operational
connectivity for personal conputers.

Renoves ol d equi pnment and installs replacenent equi pnment.

| nstal | s/ mai ntai ns network conponents, conputer hardware, and
mul ti pl e applications for agency/division/location; tests
new hardware and software.

Docunents work activities in call tracking system

Assists in the configuration of conputer networks including
servers; includes design of wiring and el ectrical plans for
per sonal conputer networks, telecomrunications, faxes and
copi ers.
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Exanpl es of Work (cont'd)

Tests workstations supplied by vendors to determ ne conpatibility
wi th current hardware and software.

Uses internet reference sites for troubl eshooting hardware and
sof tware probl ens.

Uses error logs in servers and switches to verify proper
operation and to troubl eshoot probl ens.

Attends training classes for new technol ogi es and new systens.

Pl ans and conducts one-on-one or group training on conputer
applications, operations, systenms and on proper use of
conput er equi pnent; devel ops training nodul es and
instructional materials for user training.

Mai ntai ns detailed inventory of hardware and software.

Perfornms back-up and recovery procedures.

May prepare requisitions for hardware, software and/ or
mai nt enance to be placed on bid or for purchasing.

May perform | ead worker responsibilities.

Know edge, Skills and Abilities

Know edge of the functions and operations of the agency to which
assi gned.

Know edge of the principles and practices of information
t echnol ogy.

Know edge of personal conputi ng.

Know edge of equi pnent involved in operating a personal conputer
or LAN WAN.

Know edge of backup and recovery procedures.

Ability to understand technical manuals and apply the nethods to
correct personal conputer or LAN WAN operati onal probl ens.

Ability to maintain accurate detailed records according to a
prescribed format.

Ability to analyze test data and results.

Ability to establish and maintain effective working relationships
w th ot her enpl oyees.

Ability to prepare clear, conprehensive and accurate reports.
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M ni mum Qual i fications

Trai ning: Successful conpletion of twelve senester hours of
conput er science froman accredited college or university.

OR
Successful conpletion of an information technol ogy,
net wor ki ng, el ectronics, conputer science, conputer
progranm ng or data processing programof at |east 1080
cl ock hours froma secondary vocational or technical school,
commerci al college or school of conparable |evel
OR

Successful conpletion of industry recognized
aut hori zed/ certified personal conputer or server support,
LAN adm ni stration, network service/support and/or networKk.

Substitution: One year of full-tine or equivalent part-tine paid
experience in providing direct personal conputer support,
conput er progranmm ng, systens devel opnent, or sale and/or
installation and testing of term nals or personal conputers
and peripherals may be substituted for the required
trai ni ng.

Experience: Two years of full-tine or equivalent part-tine paid
experience in mcro conputer programmng, Ssystens
devel opnent, or the sale and/or installation and testing of
termnals or personal conputers and peripherals.

Pronoti onal Only: One year of full-tinme or equivalent part-tine
experience as an Information Systens Coordinator 1 in a
state agency.

Est abl i shed: 3/ 21/ 96
Revi sed: 4/ 15/ 98, 11/15/01, 7/25/05
Ef fective: 7/ 25/ 05



