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BENTON COUNTY POSITION DESCRIPTION 

 

CLASSIFICATION BAND GRADE SUBGRADE FLSA STATUS 
Information Technology 
Specialist 
 

B 2 2 Non-Exempt 

POSITION TITLE: IT Specialist POSITION#: XXXXXXXXXXX 
☒New     ☐Revised   
(Check one)                                

Date: 10/11/21 

SERVICE TYPE:  AFSCME 
Employee 
Name: 

Vacant Department: Information 
Technology 

Supervisor: Service Desk Supervisor 

FTE:  1.0 Employment Status:       Regular Full Time 
Position Summary: 

Provide advanced level technical assistance, issue resolution, and training to users on a variety of computer and 
telecommunication hardware and software systems.  Survey, scope, analyze and improve efficiency of user processes 
through the application of technology. Cooperate with Systems and Network personnel to provide maintenance, 
administration, and support for specialized enterprise systems while applying them broadly in meeting the needs of 
the varied businesses within the County. 
 

Essential Duties:     

No. Major Functional Area (MFA) % of Time 
1 MFA: Information Technology Operations 

Essential Duties: 
 Document and respond to Service Desk incidents/requests, utilizing Service Desk 

software. 
 Review and revise IT and customer business processes for more effective use of 

technology. 
 Create, edit, and review technical documentation, wiki and written knowledgebase. 
 Plan, test, and implement software and systems updates, notify County personnel of 

maintenance and outages, liaise related communications between highest support 
tier and end users. 

 Research technology, make recommendations, and execute procurement. 
 Coordinate with vendors on purchasing and support of third party systems. 

30% 

2 MFA: Technology Systems Support 

Essential Duties: 

 Perform hardware/firmware and software testing, configuration, installation and 
patch management. Maintain asset inventory tracking, auditing, maintenance and 
replenishment. 

 Serve as secondary response for advanced systems issues (network, server, backup 
and storage) 

 Create and maintain network, application, and email security accounts and their 
access levels, creation, administration, auditing, and deletions. 

 Ensure active Directory security group administration and group policy support. 

30% 
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 Collaborate on special projects with Network Administrator, Systems Administrators, 
and Programmer Analysts. 

 Provide Email server and filtering systems support. 
 Provide support and administration to Virtual server, desktop and application 

solutions. 
 Administer enterprise antivirus and antimalware support and maintenance. 

 

3 MFA: Hardware/Software Lifecycle Management 

Essential Duties: 

 Responsible for PC Replacement Program administration, improvement, hardware 
specification, documentation, scheduling, deployment and disposition. 

 Maintain software licensing, version control and patch management. 
 Maintain operating system image development, testing, management, 

documentation and deployment. 
 Provide peripheral device procurement, installation and support. 
 Maintain hardware life cycle. Including asset tracking, retirement, and disposition. 

 

20% 

4 MFA: User Support 

Essential Duties: 

 Troubleshoot user problems.  Identify solutions or alternate processes for users. 

 Ensure timely resolution for requested assistance. Including, tracking time against 
projects when appropriate.  

 Ensure timely and accurate documentation to build knowledge base.  

 Ensure appropriate follow up on outstanding issues and communicate with 
requester through completion. 

 Provide on-call support in accordance with department policies. 

10% 

5 MFA: Telecommunications Management 

Essential Duties: 

 Maintain county voice systems hardware and software. Including but not limited to 
desk phones, headsets, peripherals, PBX, voicemail server, Instant Messaging and 
Presence. 

 Maintain physical wired and fiber optic infrastructure. 
 Manage telecomm vendor contracted by the county to maintain system, security 

and maintenance.  
 Stay abreast of changes in industry standards for telephony and seek out 

opportunities for modernization and integration with network infrastructure. 
Implement best practices for security. 

10% 

4 Other duties as assigned.  
Percentages should total 100% 100% 

Special Requirements 
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Hours are 8am-5pm M-F. IT Specialists rotate IT 24-hour On-Call duties weekly, Tuesday to Tuesday. 

Incumbents are expected to gain the necessary knowledge to obtain and maintain knowledge and certifications 
that relate to specific duties. 

Incumbents require a valid driver’s license. 
 
Incumbents interact with personally identifiable information (PII), criminal justice information (CJI), payment card 
information (PCI) and protected health information (PHI), therefore they will be required to pass a background 
investigation and complete mandated training and/or certifications. 
 

 

Physical Requirements:   

Positions in this class typically require: 
Reaching, standing, walking, climbing, kneeling, crawling, lifting and sedentary work. 
Frequently Lifting of 10-30 lb. of equipment required. 
Incumbent may be required to occasionally lift up to 80 pounds. 

 

NOTE:  The above job description is intended to represent only the key areas of responsibilities; specific position 
assignments will vary depending on the business needs of the department. 

Employee:        Date:   

Immediate Supervisor:       Date:   


