PLUMAS COUNTY APPROVED: 4/2017

INFORMATION SYSTEMS TECHNICIAN

DEFINITION

Under close supervision, the Information Systems Technician ensures the efficient operation and
integrity of automated information systems; analyzes, investigates and resolves computer-related
problems; provides training and instruction on programs and procedures; and performs related
work as required.

DISTINGUISHING CHARACTERISTICS

The Information Systems Technician is a single level class. Incumbents provide basic
computerized information system helpdesk support and training for users of computer systems.
Incumbents perform computer installation, maintenance and repair work, with some guidance
and supervision.

REPORTS TO

Division Program Manager or Program Manager/Assistant Director

CLASSIFICATIONS DIRECTLY SUPERVISED

None
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EXAMPLES OF DUTIES:

= Acts as a resource person for users by answering questions either by phone or in person and
resolving problems related to the use, application and operation of automated information
systems.

= Diagnoses problems to determine if the cause is due to the system, software, hardware or
other source and corrects them. Refers more difficult problems to appropriate personnel or
vendors.

= Sets up, monitors, installs and repairs computer hardware and installs software including
state or federal provided operating systems, word processing, database, spreadsheet and other
software.

=  Writes or assists in writing and revising procedures, instructional materials and staff
development tools for system related training.

= Trains system users on hardware and software usage; explains operating systems and
provides on-going support for department staff; may provide training on specific statewide
automated systems utilized by assigned department.

= Researches regulations, procedures and/or technical reference materials as necessary.

= Meets with staff regarding systems usage, improvements, modifications, maintenance and
operations needed for an efficient computer system.

= Works with computer support personnel in identifying problems with the system, programs,
PC's or printers. Documents and tracks system problems and writes the reports on issues.
Recommends necessary hardware and software changes; and performs system upgrades.

= Authorizes system access to new users, assigns users a profile and password.

= Performs related duties as assigned

TYPICAL PHYSICAL REQUIREMENTS

Sit for extended periods; frequently stand, walk, stoop, kneel, and crouch; physical ability to lift
and carry objects weighing up to 40 pounds; normal manual dexterity and eye-hand
coordination; corrected hearing and vision to normal range; verbal communication; use of office
equipment including computers, telephones, calculators, copiers, and FAX.

TYPICAL WORKING CONDITIONS

Work is performed in an office environment; occasionally works outside; exposure to electrical
energy and dust; continuous contact with staff and the public.



INFORMATION SYSTEMS TECHNICIAN -3

Knowledge of:

= QOperating principles and characteristics of personal computer hardware and software
systems.

= Concepts and terms applicable to state-of-the-art information systems.

= Basic principles of local area network systems.

= Regulations and procedures related to specific automated information systems utilized by
assigned department.

=  Work methods and techniques employed by department staff including documentation and
reporting requirements.

= Terminology relating to computer software, hardware and peripheral equipment.

Ability to:

= Perform routine installations of computer equipment and related peripherals, install common
software, and troubleshoot personal computer hardware and software problems.

= Analyze user problems, evaluate alternatives and reach sound conclusions.

= |dentify, evaluate and research operational problems, and makes recommendations for
change.

= Organize, prioritize, schedule, and coordinate workflow to meet production deadlines.

= Establish and maintain effective working relationships with all persons contacted during the
course of work.

= Maintain confidentiality of information.

=  Write and maintain logs of work performed and actions taken to solve information system
problems in a clear and concise manner.

= Communicate clearly and concisely, both orally and in writing.

Training and Experience:

Qualifications needed for this position:

Two (2) years full-time experience or formal education/training in the operation of computers
and peripheral equipment in an information systems environment that includes the
troubleshooting of personal computer hardware, software and peripheral equipment problems.

Special Requirements: Must possess a valid driver’s license at time of application and a valid
California Driver’s License by the time of appointment. The valid California License must be
maintained throughout employment.

All County of Plumas employees are designated Disaster Service Workers through State law
(California Government Code Section 3100-3109). Employment with Plumas County requires
the affirmation of a loyalty oath to this effect. Employees are Required to complete all Disaster
Service Work related training as assigned, and to return to work as ordered in the event of an
emergency.



