Title:				Computer Technician
Department: 			Information Technology
Appointing Authority:		Town Manager
Direct Report:			Assistant Town Manager/Finance Director
Classification:			Grade 10
FLSA:				Exempt

Position Summary:
Works under the direction of the Assistant Town Manager/Finance Director to develop long term server and hardware goals in order to support all IT functions throughout Town buildings, excluding the schools.  Is responsible for the design, implementation and support of all server and workstation infrastructure.  Serves as the help desk technician.

THE BELOW EXAMPLES OF DUTIES AND RESPONSIBILILTIES ARE NOT INCLUSIVE, BUT AN OUTLINE OF THE DUTIES AND RESPONSIBILITIES RELATED TO THE POSITION.  ADDITIONAL DUTIES MAY BE ASSIGNED, AS DEEMED NECESSARY.

Principal Responsibilities:
· Troubleshoot and support the Town’s Local Area Network.
· Install, repair and replace servers, workstations and software as needed.
· Troubleshoot hardware and software problems.
· Perform minor cabling work and maintain hardware/software inventory and license documentation.
· Perform the repairs and necessary maintenance of the entire network.
· Provide for system file back-up for network operations, which includes rebuilding the various databases in case of system malfunction.
· Monitor network security and usage and perform necessary system “housekeeping”.
· Document information system processes and procedures and assist with network security.
· Assist users with operational problems.
· Perform general maintenance on all software packages.
· Coordinate problem-solving with software vendors, contact support hotlines to resolve problems.
· Install initial files, directories and security to accommodate department needs.
· Install hardware, software and peripherals.
· Provide recommendations on solutions to issues, including cost estimates for repairs and/or replacement items.
· Research, evaluate and advise management of enhancements/new releases of hardware and software technology.
· Set up new computer programs.
· Coordinate the hardware and software purchases and assist in budget preparation for the IT function.
· Provide assistance, as needed, as the Town maintains and updates its network infrastructure.
· Coordinate system back-up.
· Manage and maintain peripherals (printers, scanners, copiers, telephone system)
· Manage website content.

Required Experience, Skills, Knowledge and Abilities:
· Windows Server 2012 R2 Standard
· Hype-V virtual servers with replication servers
· Domain Controls – with DHCO,DNS
· Windows Server Backup for local VM disk backups
· Windows Remote Desktop Services for Remote App Deployment
· Strong verbal and written communication skills.
· Ability to work with the technical jargon and translate that to the Town’s workplace.
· Strong visionary skills to seek innovative uses of technology to further the town’s service goals.

Education, Training, Special Licensure/Certification Requirements:
· B.S. in Computer Systems or Science or related field preferred.
· Three years of work experience in computer and software support role.
· MSCE or equivalent training and experience.

Contacts (Boards and Committees, vendors, general public, etc.):
· Work directly with employees.
· Work directly with vendors.
· Minimal contact with Boards and Committees.
· Minimal contact with general public.

Work Environment:
This job operates in a professional office environment.  This role routinely uses standard office equipment such as computers, phones, photocopiers, fax machines and utilizes typical office storage equipment such as file cabinets, shelving, desks, etc.

Physical Demands:
[bookmark: _GoBack]In this position the employee will be required to see, sit, talk, listen, read, speak, stand, walk, ben,d stoop, kneel, push, pull and use hands and arms. The employee also uses hands to finger, handle or feel objects, tools or controls; and reach with hands and arms ¾ of a seven hour day.  Specific vision abilities required by this position include close vision and the ability to adjust focus.  Moderate to strenuous physical efforts (move or lift up to 50 pounds) required ¼ of a seven hour day. 

Work Hours:
Monday – Friday, 8:30 AM – 4:30 PM; occasional evenings as necessary; occasional emergency response.

Other Duties:
Please note this job description is not designed to cover or contain a comprehensive listing of activities, duties or responsibilities that are required of the employee for this job.  Duties, responsibilities and activities may change at any time with or without notice as needed by the Town of Dracut within the scope of departmental needs.
The Town of Dracut is a drug, alcohol and tobacco free workplace and requires a physical examination, drug screen and CORI investigation, post offer.
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