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	Job Title:   
	Technical Support Specialist
	Job Code:  
	TCHSPEC

	Department: 
	IT
	Division:
	Ithaca, NY 

	Reports to:  
	Director of Information Systems
	FLSA Status:
	Exempt

	Hours:
	Full-time – 40 Hrs/week M-F 8am-5pm
	Rev Date:
	03-01-2024
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	Ithaca, NY

	Department: 
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Primary Function

Provide technical support to employees.
I.    Duties and Responsibilities
· Responsible for troubleshooting issues with hardware and software. Deploy, configure, and maintain computers and accessories. Perform regular updates. Document systems.

· Assume operational responsibility for monitoring, evaluating, and reporting of all client-based issues and requests.

· Provide regular and practical training for end users. Prepare training manuals and documentation.

· Support the roll out of new systems and applications, including deploying, testing, and documenting.
· Assist in software development and testing.

· Assist with network and building infrastructure.

· Encourage end-users to grow their skills.

· Perform other work-related duties as requested, directed or assigned by management.
II.    Working Relationships

· Work closely with all employees and sales representatives.
III.    Education and Experience

· Experience with the Microsoft 365 platform (including OneDrive, SharePoint, Teams)

· Technical proficiency in Windows 10 and 11.

· Attention to detail and good problem-solving skills.

· Good written and verbal communication skills.

· Ability to adapt to unfamiliar software and services.
· Associates Degree in Computer Science a benefit
IV.    Knowledge, Skills and Abilities

· The candidate should have experience in technical support and end user training. Candidate should have strong skills in assessing user needs and delivering creative solutions.

· Knowledge of manufacturing and quality systems are a plus.

· Knowledge of Powershell, C#, and SQL are a plus.

V.    Supervisory Responsibilities 

· No Direct Reports
VI.    Physical Demands

· Position primarily requires sitting, standing, stooping, talking and walking in an office environment includes use of computers, printers, copiers, fax machine, telephone and other office equipment;  

· Occasional team-lifting of heavier equipment may be involved.

· Occasional use of ladders.

· Nature of work requires close and far vision, normal color distinction, potential for eyestrain and normal finger dexterity.  

· Ability to adhere to safety requirements

· Corrected normal vision 

VII.    Work Environment

· Open cubicle office environment including phone, computer and Transonic equipment as needed.
Disclaimer: This Job Description is not intended to be all-inclusive, and may be subject to change to include new responsibilities and tasks or change existing ones as management deems necessary to meet the ongoing needs of the company.
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