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CITY OF MCALESTER

NOTICE OF JOB POSTING
JOB TITLE:  INFORMATION TECHNOLOGY ASSISTANT
TO:  

ALL APPLICANTS
FROM:  
SHEILA MALDONADO, HR COORDINATOR
RE:  

JOB OPENING

***************************************

There is a full-time position open in the I.T. DEPARTMENT for an Information Technology Assistant.
CLASSIFICATION:  124-01 to 124-10
PAY RANGE:  $20.007 to $21.958 per hour (depending on experience) 
DUTIES:  See Attached Job Description
APPLICATION PROCEDURE:  Applications may be picked up from the Human Resources office located on the first floor.

OPENING DATE: MONDAY, FEBRUARY 6, 2017
CLOSING DATE:  UNTIL FILLED
The City of McAlester is an EQUAL OPPORTUNITY EMPLOYER.

CITY OF MCALESTER

POSITION DESCRIPTION

TITLE:  INFORMATION TECHNOLOGY ASSISTANT

DUTIES

GENERAL DESCRIPTION

The essential function of the position within the organization is to manage, install, configure, maintain and repair all of the City of McAlester's network, work stations, servers, email, software, broadband system, automated test equipment and emergency services. Maintain, operate, up-date the city's TV channel, website and video production.

PRIMARY DUTIES: This list represents the essential tasks performed by the position.  Employees may be assigned additional duties by management as required.
Install, configure, maintain Windows 2008 and 2012 servers, Exchange 2010, Terminal Services, Security appliances, Network Security and workstations; Perform administrative duties for Microsoft Windows Server 2008 and 2012, Exchange 2010,  Terminal Services, Security appliances, Network Security, Active Directory, Time Clocks.

Setup and maintenance of Police Ticket writers, Body Cams, and mobile devices,

laptops, tablets and printers, etc.

Assist with Body Cam videos with legal department.

Assist Police with digital evidence processing.

Maintain and repair city-wide Broadband system.

Perform nightly backups of all Servers.

Provide technical hardware, one-on-one training and software support for city staff.

Update and maintain City website; Video production; Setup and maintain the city's mobile Phones and Phone System; Create desktop graphics for all city departments.

Support firewall and SSL VPN devices.

Monitor network performance and security issues.

Track software licenses and renewal.

Install network cabling and connectivity devices; Install, setup, repair printers/copies/fax devices.

Maintain computer asset inventory; Configure and deliver hardware to all city buildings; 

Research and purchase computer and software needs of the city.

Setup and maintain remote desktop access and vpn connections.

Assists all departments with a centralized IT purchasing process to test compatibility with existing technology and competitive pricing quotes.

Assigned to special projects teams to insure new technology conversions are successful.

Performs other related duties as assigned.

EDUCATION AND EXPERIENCE REQUIREMENTS

EDUCATION REQUIREMENTS: “Education Requirements” refers to job specific training and education required for entry into the position.

Requires bachelor’s degree or the equivalent of two years of college and applicable experience.

LICENSES, CERTIFICATIONS, AND REGISTRATIONS REQUIRED: “Licenses, Certifications, and Registrations” refers to professional, state, or federal licenses, certifications, or registrations required to enter the position.
Requires none.

EXPERIENCE REQUIREMENTS: “Experience Requirements” refers to the amount of work experience that is required for entry into the position that would result in reasonable expectation that the person can perform the tasks required by the position. 
Requires five years of related experience.

AMERICANS WITH DISABILITIES REQUIREMENTS

PHYSICAL DEMANDS: “Physical Demands” refers to the requirements for physical exertion and coordination of limb and body movement.
Requires light to medium work involving standing or walking some of the time, exerting up to 50 pounds of force on a regular basis, and moderate dexterity in operating machinery, tools, or office equipment.

UNAVOIDABLE HAZARDS: “Unavoidable Hazards” refers to unusual conditions in the work environment that may cause illness or injury.
The position is exposed to no unusual environmental hazards. May sometimes be exposed to bright/dim lights and dust or pollen. 

SENSORY (ADA) REQUIREMENTS: “Sensory Requirements” refers to hearing, sight, touch, taste, and smell necessary to perform the tasks required by the position efficiently.
The position may require normal visual acuity and field of vision, hearing, speaking, color perception, sense of taste, sense of smell, depth perception, or texture perception.

AMERICANS WITH DISABILITIES ACT COMPLIANCE

The City of McAlester is an Equal Opportunity Employer.  ADA requires the City to provide adequate accommodations to qualified persons with disabilities. Prospective and current employees are encouraged to discuss ADA accommodations with management.
