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Classification Specification
	

	
	7323100

	
	IT SYSTEMS SPECIALIST – ENTRY 



Class Summary
The responsibilities of this classification include entry-level duties for an information technology subject matter or work area.  An IT Systems Specialist - Entry typically receives moderate to close supervision.  The IT Systems Specialist – Entry classification may serve as the entry-level classification for any IT series, unless the series has another specifically designated entry-level classification.

Distinguishing Characteristics

This is the first level in a four-level Information Technology Systems Specialist series.  This classification is distinguished from an IT Systems Specialist - Journey in that a journey performs fully proficient, journey level tasks to implement and maintain IT systems, exercising full use and application of standard principles, theories and concepts related to the technical discipline.  An IT Systems Specialist - Entry completes assigned tasks within established guidelines and will typically work under moderate to close supervision, while an IT Systems Specialist - Journey typically works under general supervision. 

The IT Systems Specialist - Entry classification may be either entry-level to the IT Systems Specialist series or entry-level to other information technology series where there is no specific entry-level job classification.  The IT Systems Specialist - Entry classification is not intended for internship positions.
Examples of Duties (May vary by position)

1. Maintain and troubleshoot assigned technology systems.

2. Provide user support to clients and end users.

3. Track systems for problems; resolve problems; refer unresolved problems to appropriate resources.

4. Perform basic upgrades and similar processes.

5. Develop basic modifications and upgrades.

6. Implement work area guidelines and procedures.

7. Take direction from other staff.

8. Participate in projects to improve systems.

9. Document all systems changes.

10. May be called upon to provide support for service issues or failures at any time.
11. Perform other duties as assigned.
Knowledge/Skills 

Knowledge of computer technology principles, their application and troubleshooting techniques 
Knowledge of data and system security and other similar technical processes
Skill in working under direction and participating on a team
Skill in providing user support

Skill in maintaining appropriate technical documentation

Skill in working with a variety of individuals from diverse backgrounds

Troubleshooting and problem-solving skills

Written and oral communication skills

Customer service skills

Licensing, Certification and Other Requirements

Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Non-Exempt

	Levels within same series
	IT Systems Specialist Entry, Journey, Senior and Master

	Class History
	Created   5/2003 

	
	Updated  1/2008 Changed font and format

	
	Updated 1/2011 Corrected intra-series and title references
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