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POSITION SUMMARY 

 
This position provides support to the Information Technology Department in accordance with 

established policies and procedures by performing routine hardware/software maintenance and 

installation requiring a high degree of efficiency, as well as advanced troubleshooting of issues 

across various departments.  Configures, installs, and provides advanced troubleshooting for 

workstations, network devices, and servers as assigned. 

 

RESPONSIBILITIES 
 

Essential Duties (4D):  

 Troubleshoot and solve technical issues related to workstations, servers, network devices, 

cellular devices, as well as, a variety of other computer related hardware and software. 

 Perform regular maintenance and performance reviews on computer workstations 

involved in the City’s day to day operations to ensure the machines stay in working order. 

 Regularly review workstation performance issues and make recommendations for 

improvements to supervisors. 

 Setup new computer workstations, migrate user data, and assist staff in adjusting to new 

operating systems and software as they are implemented. 

 Tasks are multiple and diverse with some interrelationship across processes. 

 Work requires the direct application of a variety of procedures, policies, and/or 

precedents. 

 Communicate departmental needs to supervisor in order to improve the efficiency of the 

City of Dickinson’s day to day tasks. 

 Work Individually and as a Team Member on various projects on a regular basis 

 Assist supervisor in writing/designing interfaces/augmentations to current city software. 

 Regularly write patches/upgrades in a variety of programming languages including but 

not limited to VB.Net, C++, C#, and Java 

 Understand/Write HTML code proficiently without the assistance from developer tools 

 Assumes other duties as assigned by supervisor. 

Knowledge, Skills and Abilities: 

 Knowledge of current and past Windows Operating Systems (Windows 7 and Newer) as 

well as Server Operating Systems (Windows Server 2012 and Newer) 

 Knowledge of various software packages including but not limited to Microsoft Office 

Versions 2013-Newer, Adobe Acrobat Pro, Visual Studio, SQL 

 Understand/Write software code in VB, (C++ or C#), and basic html 

 Be able to Read/Understand and Develop new Code to interface/augment current City 

software. 

 Maintain software modularity in code and understand the basic benefits of this practice 

 Advanced hardware and software troubleshooting skills  

 Knowledge of modern computer software, hardware, and networking equipment 

 Knowledge of VLANs, how they operate, and how they are beneficial 

 Proficient in English usage, spelling, vocabulary, grammar, and punctuation 
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 Perform work with accuracy, speed, and general supervision 

 Understand and follow oral and written instructions 

 Exercise good judgment, flexibility, creativity, and sensitivity in response to changing 

situations and needs 

 Establish, maintain, and foster positive and harmonious working relationships with those 

contacted in the course of work. 

 Excellent interpersonal skills. 

 Ability to adapt and be flexible when faced with frequent change, delays, unexpected 

events, and changing work environment. 

 Perform field maintenance/replacement of hardware/software as needed 

 

Judgment/Decision Making (4D): 

 Develops objectives and general policies and procedures for a specific program or 

functional area of responsibility within general scope of established operational goals and 

plans.   

 Day-to-day work and decisions do not require direction or review by immediate 

supervisor.   

 Frequently solves complex problems.  End results are reviewed by supervisor.   

 Errors in judgment could significantly affect the operations of one or more line/s of 

business or operation/s. 

 

RELATIONSHIPS 
 

Leadership/Supervisory Responsibilities (3D): 

 May assist in supervising other staff members. 

 Confers with supervisor about human resources and operational issues. 

 

Relation to Others (3D): 

 Regular and substantial contact with others.  Contacts usually involve discussions related 

to the interpretation of procedures and policies. 

 May handle sensitive and/or complex information as supervisor allows. 

 Assess and diffuses problem situations and requires influencing others to reach 

consensus.   

 Explores alternative and creative solutions to meeting the needs of customers. 

 Communication is generally one-on-one but may require small group presentations. 

 

SKILLS 
Education (6D) and Experience (4D): 

 Bachelor Degree in Computer Science or related field. 

 Three to five years of experience in Information Technology or the equivalent 

combination of education and experience sufficient to successfully perform the essential 

duties of the job. 
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Special Requirements (position requirements at entry): 

 Valid Driver’s License. 

 

 

WORKING CONDITIONS 
Environment (2D): 

 Positions in this class typically require: climbing, balancing, stooping, kneeling, 

crouching, reaching, fingering, talking, hearing, seeing and repetitive motions. 

 Incumbents may be subjected to electrical currents, fumes, odors, dusts, gases and 

extreme temperatures and travel. 

 Working conditions involve some exposure to moderate risk of accident and require 

following basic safety precautions.  Physical demands include moderate physical activity 

that includes prolonged standing and/or walking, handling moderate weight objects 

and/or using or carrying equipment.  Exerting up to 50 pounds of force occasionally, 

and/or up to 20 pounds of force frequently, and/or up to 10 pounds of force constantly to 

move objects. 

 Work requires routine travel. 

 

Classification:  Class IV, Grade 6 (725 point)  

FLSA:  Non Exempt 

Created and updated to new format: 10/09/17 

Approved by CSC: 10/11/17 

Approved by City Commission:  10/16/17 


