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IT Manager 
Summary: 

Under supervision of the IT Manager, will maximize the use of information technology in support of corporate objectives.  Will stay abreast of current trends and developments to further the firm’s technical capabilities and output.
Essential Duties and Responsibilities: 

· Abides by and assists employees with company IT policies and procedures, objectives and controls to support corporate objectives.

· Answers questions, provides guidance and direction and resolves computer problems for all end users in person, via telephone or traveling to jobsites by troubleshooting, diagnosing and solving all IT related issues.
· Assists with necessary training on software applications through internal and external resources under direction of the IT Manager.

· Documents and tracks all computer help desk requests. Reports IT issues / concerns to IT Manager.
· Participates with IT team to identify areas that can be leveraged using technology.
Core Competencies:
To perform the job successfully, an individual should demonstrate the following core competencies:
· Initiative – Tackles problems and takes independent action, seeks out new responsibilities, acts on opportunities, generates new ideas, and practices self-development.
· Productivity – Manages a fair workload, volunteers for additional work, prioritizes tasks, develops good work procedures, manages time well, and handles information flow.
· Integrity/Ethics – Deals with others in a straightforward and honest manner, is accountable for actions, maintains confidentiality, supports company values, conveys good news and bad.
· Dependability – Meets commitments, works independently, accepts accountability, handles change, sets personal standards, stays focused under pressure, and meets attendance/punctuality requirements.

Position Specific Competencies:
To perform the job successfully, an individual should demonstrate the following position specific competencies:
· Decision Making/Judgment - Recognizes problems and responds, systematically gathers information, sorts through complex issues, seeks input from others, addresses root cause of issues, makes timely decisions, can make difficult decisions, uses consensus when possible, and communicates decisions to others.

· Problem Solving/Analysis - Breaks down problems into smaller components, understands underlying issues, can simplify and process complex issues, and understands the difference between critical details and unimportant facts.

· Communication - Communicates well both verbally and in writing, creates accurate and punctual reports, delivers presentations, shares information and ideas with others, has good listening skills.

· Technical Skills - Understands specialty equipment, keeps knowledge up-to-date, is a technical resource for others, follows technology practices and standards.

· Customer Service - Handles customer questions and complaints, communicates with customers, handles service problems politely and efficiently, always available for customers, follows procedure to solve customer problems, understands company products and services, maintains pleasant and professional image.

· Listening Skills – Listens attentively to others, asks clarifying questions, actively listens, stays open to other viewpoints, and manages distractions and interruptions.
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 the essential functions.

Education and/or Experience, Certifications/Licenses: 
Requires minimum 2 years experience in Help Desk Support, basic understanding of PC hardware and connectivity components, strong knowledge of company software.  Solid customer service experience and strong written and verbal communication skills are required.
Language Skills:
Ability to read, analyze, and interpret technical information. Ability to write reports, business correspondence, and policy and procedure manuals.  Ability to effectively present information and respond to questions from groups of managers, clients, customers, and coworkers.

Mathematical Skills:
Ability to work with mathematical concepts such as fractions, percentages, ratios, and proportions to practical situations.
Computer Skills:

Adobe Photoshop; Internet Explorer; Microsoft Office Suite (PowerPoint, Publisher, Access, Visio, Word, Excel, Outlook); LANS/WANS; Window Server Environment; Microsoft SQL Server; Microsoft Exchange; Internet Information Systems; backup systems; network/workstation peripherals; print servers; firewalls; spam & antivirus hardware/software; VB Script; computer hardware (replacing hardware drivers, etc.).
Personality Skills:

Must be a self-starter, self-motivated, highly organized and detailed oriented, and must have proven effective communication and inter-personal skills and the ability to work effectively with a wide variety of personalities and at all levels of the organization. 
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 position. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  While performing the duties of this position, the employee is regularly required to talk or hear. The employee is frequently required to stand, walk and sit. The employee must occasionally lift and/or move up to 40 pounds.

Work 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. The noise level in the work environment is usually quiet.
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