Position:

Information Technology Student Employee
Revised Date:

December 22, 2011
Location:

Business and Allied Health Building
Supervisor:

Associate Director of Information Technology
Purpose:  

Reporting to the Associate Director of Information Technology, the student employee is responsible for assisting the office with daily routine tasks and assignments in a manner that would support the College’s mission and a student-centered learning environment.

Duties:

The principal duties listed contain only the significant information necessary to describe the type of work to be performed and therefore, do not contain all the duties and responsibilities inherent in the position.

Essential Job Functions:

1. 
Load software.
2.
Repair PCs and printers.
3.
Set up new computers and printers.

4.
Upgrade PCs with additional memory.

5.
Perform other duties as assigned by your immediate supervisor.

Required Knowledge, Skills, and Abilities:

An individual must possess the following knowledge, skills, and abilities or be able to explain and demonstrate that he/she can perform the essential functions of the job with or without reasonable accommodation.

1.
Ability to understand and follow written and oral instructions.
2.
Ability to organize and prioritize work to meet deadlines while maintaining a positive and pleasant attitude.

3.
Ability to handle multiple responsibilities and maintain good workflow in a fast-paced environment that may have interruptions throughout the day.

4.
Sufficient manual dexterity to operate all office equipment including computer, typewriter, calculator, copier, telephone, etc. and to manually complete paperwork.

5.
Ability to hear and translate normal conversation.

6.
Ability to stand, walk, sit, reach, bend, stoop, crouch, lift and continuously perform essential job functions for designated shift with an unpaid one-half hour lunch, if applicable.

7.
Ability to grasp, lift, or move goods occasionally weighing up to 50 pounds.

8.
Ability to follow safe work practices with office equipment and observe fire and safety regulations.

9.
Must be able to learn and perform all essential job functions accurately.

Qualifications:

Education:
A program of study in Computer Information Systems or related field preferred.  
APPLY NOW
