Job Description

Technical Systems Analyst


	Company Name
	

	Employee Name
	     

	Reports to: 
	

	Hire Date
	     

	Employee Classification:  FORMCHECKBOX 
 Temporary      FORMCHECKBOX 
 Regular Full Time      FORMCHECKBOX 
 Regular Part Time

	Status
	


Job Purpose & Reporting Structure:

Under the direction of the Information Systems Manager, the Technical Systems Analyst installs, maintains and enhances all computer and communications equipment in addition to providing user training and support. Provides assistance in analyzing and gathering data for evaluating user requirements to develop or modify application systems and activities. Prepares detailed specifications for the development and coordination of application procedures, workflow plans, program techniques, and verification methods. Analyzes information requirements to determine database construction and maintenance. Analyzes communication equipment needs or problems and provides assistance with plans, designs, and activities involving telecommunication services and network in support of the communication needs of the organization.

Essential Duties and Responsibilities:


• Install and maintain computer hardware and software. Recommend new equipment as needed and investigate purchasing options for best pricing.

    
• Maintain back-up for system.

    
• Trouble shoot and resolve computer hardware and software problems. Analyze and evaluate options to 

solve problems with computer processes.

    
• Train users on computer. Analyze and evaluate processes and applications.

    
• Recommend process and time improvement techniques to users.

    
• Program communications and office systems including PBX phone system, cellular

    
phones, voice mail system, fax, copier, etc, Serve as user support for these systems.

    
• Maintain Network & workstations virus protection.

    
• Create and generate forms and reports.

    
• Maintain printers, copiers, etc. with daily supplies. Order general computer and telephone supplies.

    
• Complete and maintain all required paperwork, records, documents, etc.

• Follow and comply with all safety and work rules and regulations. Maintain departmental housekeeping standards.

Protective Equipment/Clothing Required:


• Requires the use of static eliminators when working with computers.

Qualifications:


To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform essential functions.

Education and/or Experience:


Requires high school diploma plus specialized advanced courses in business or vocational school, equivalent to two to three years of college. Requires general knowledge of information technology and one to three years of related experience; or an equivalent combination of education and experience.

Language Skills:


Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals. Ability to write routine reports and correspondence. Ability to speak effectively before groups of customers or employees of organization.
Mathematical Skills:


Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, percentages, area, circumference, and volume. Ability to apply concepts of basic algebra and geometry.

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.

Other Skills and Abilities:


Requires knowledge of and the ability to operate a wide variety of standard office equipment, such as a computer and keyboard, a calculator, telephone, FAX, photocopier, etc. Requires the ability to operate small hand tools, to operate and maintain printers and telephones.

Physical Demands:


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.

While performing the duties of this job, the employee is regularly required to use hands to finger, handle, or feel and talk or hear. The employee is occasionally required to stand; walk; sit; climb or balance; 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, depth perception, and ability to adjust focus.

Working Environment:


The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is occasionally exposed to risk of electrical shock. The noise level in the work environment is usually moderate.

	Acknowledgement:

I have received a copy of my job description and I understand the requirements of the Bindery Operator position.



	Employee’s signature


	Date

	Supervisor’s signature


	Date



