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JOB DESCRIPTION 

JOB TITLE:    Help Desk Technician 

REPORTS TO:  Associate Director of Network Services 

BASIC FUNCTION: Responsible for receiving requests for computer, network 
and telephone support districtwide; maintaining software 
inventory; and assisting with hardware inventory. 

 
CLASSIFICATION:  Supervisory and Career Confidential 
 
 
 
DUTIES AND RESPONSIBILITIES: 
 

1. Answers and tracks incoming calls and e-mail requests for technology assistance, 
including assistance for college PC hardware and peripherals, new equipment/software 
installations or upgrades, videoconferencing equipment, and telephone  and network 
connectivity. 

 
2. Troubleshoots calls   to   support the efficiency   of Computer/Network Support and 

Telecommunications Specialists. 
 

3. Generates help desk tickets and forwards service requests to the appropriate technician; 
monitors open tickets, provides update status to users, and generates data collection for 
performance monitoring. 
 

4. Creates/maintains computer software inventory, and assists with the database for the 
computer refresh schedule. 
 

5. Maintains central file for licenses for software, computer hardware and related peripherals. 
 

6. Scans Property Transfer forms for the Network Department and performs data entry. 
 

7. Identifies basic training needs for College personnel and provides such training, as 
needed. 
 

8. Provides back-up technical support for the Computer/Network Support Specialists where 
needed. 
 

9. Troubleshoots and installs computer hardware and software programs. 
 

10. Performs other duties as assigned. 
 
 
 
 
 



Job Description 
Help Desk Technician 
 
 
 
MINIMUM QUALIFICATIONS: 
 
Required: Standard High School Diploma/GED; Intermediate computer skills with six 
month’s experience as a Help Desk Technician; experience in troubleshooting computer 
software problems; advanced  customer  relations  skills;  good  verbal  and  written  
communication  skills;  ability  to control and manage several projects simultaneously; 
working knowledge of MS Word, MS Excel, MS Access; strong analytical  and decision-
making skills. Evening hours are required to handle calls, technical support, and hardware 
repair. 
 
 
An Associate’s degree from a regionally accredited institution in computers or a related 
field may be substituted for required experience.  
 
Preferred: Associate’s Degree in Computer Science from a regionally-accredited 
institution and industry recognized computer certifications.  
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