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DAMAN PRODUCTS

COMPANY, INC.  




	Job Title:
IT Support Representative
Reports to:  
 Director of IT 
FLSA Status:  
Hourly, Non-Exempt

	Summary

Maintain and monitor end-user workstations and productivity on local area network. Perform a variety of maintenance, software installation, end-user support and training tasks to ensure end-user workstations and network performance meet company and user requirements. Provide support to staff on all company-supported applications. Troubleshoot computer problems, determine source and advise on appropriate action. Complete application project-based work. Perform responsibilities in accordance with all company standards, policies and procedures. 

Primary Job Responsibilities

· Administers end-user workstations and supports end-user activities utilizing TCP/IP on a primarily Microsoft Windows-based local area network (LAN). 

· Investigates user problems and identifies their source; determines possible solutions; tests and implements solutions. 

· Installs, configures and maintains personal computers, mobile devices, Windows networks, file servers, network cabling, and other related equipment, devices and systems; adds or upgrades and configures disk drives, printers and related equipment. 

· Research software and hardware products and applicability to organizational environment.

· Performs software and application installation and upgrades. 

· Maintains site licenses for department/organization.

· Configure and maintain VPN, workstation security, file permissions, Active Directory group policies, adding and deleting users. 

· Troubleshoots networks, systems and applications to identify and correct malfunctions and other operational difficulties. 

· Develops and conducts various training and instruction for system users on operating systems and other applications; assists users in maximizing use of networks and computing systems. 

· Maintains confidentiality with regard to the information being processed, stored or accessed by the end-users on the network. 

· Provides computer orientation to new and existing company staff

Additional Duties and Responsibilities

Learn and support new systems and applications.
Continued education; staying up to date and informed on current trends in MIS Technologies
On-going Network Certifications.

Be "on-call" for all periods as assigned by Team Leader.


	Required Qualifications:
The requirements listed below represent the knowledge, skill, and/or ability required.  

· EDUCATION and/or EXPERIENCE
Associates degree in Information Technology or a related field, plus 1-2 years previous experience within a help desk or computer specialist role. Strong knowledge of computer and/or network security systems, applications, procedures and techniques.  The ability to identify and resolve computer system malfunctions and operations problems. As well as the ability to install, configure and maintain personal computers, networks and related hardware and software. 

Excellent organizational and interpersonal skills, including ability to plan, manage time well, make decisions, and maintain confidentiality. 
· COMMUNICATION SKILLS  

Ability to communicate technical information to nontechnical personnel.  Ability to read, analyze, and interpret general business periodicals and/or technical procedures.  Ability to write reports and business correspondence in a professional manner.  Ability to effectively present information and respond to questions from groups of managers, clients, customers, and the general public while being courteous and respectful.
· MATHEMATICAL SKILLS

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals.  Ability to compute rate, ratio, and percent, and to create and interpret graphs. 

· REASONING ABILITY  

Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists.  Ability to interpret a variety of instructions furnished in written, oral, diagram or schedule form.

· PHYSICAL DEMANDS  

While performing the duties of this job, the employee is regularly required to sit; use hands to finger, handle, or feel; reach with hands and arms; and talk or hear.  The employee frequently is required to walk.  The employee is occasionally required to stand and stoop, kneel, crouch or crawl.  The employee must occasionally lift and/or move up to 50 pounds.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and ability to adjust focus.

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

· WORK ENVIRONMENT  

While performing the duties of this job, the employee is in an office environment 90 /95% of the time.  Duties, at times, require visits to the manufacturing floor where the employee is exposed to moving mechanical parts and manufacturing smells or airborne particles.  The noise level in the work environment is usually moderate. 
Required Performance Behaviors:

· Easygoing personality, positive, enjoys helping others.

· Detail oriented, conscientious, and thorough.

· Self-directed – able to function without direct supervision.

· Ability to organize, prioritize work, and multi-task.

· Able to work in and contribute to a team environment.

· Efficient to handle short term requests along with ongoing tasks/responsibilities. 

· Communicate assertively, taking initiative to present ideas.

· Communicate with co-workers, management, and others in a courteous and professional manner. 

· Conform with and abide by all regulations, policies, work procedures, and instructions.

· Proactive towards continuous improvement.

· Open minded and willing to change, able to work under pressure, or to resolve conflict.
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