SHELBY ELECTRIC COOPERATIVE

JOB DESCRIPTION
Information Technology Specialist
Purpose of Position
To provide support to Shelby Electric Cooperative employees in the areas of computer troubleshooting, report processing, hardware and software maintenance and training for the purpose of providing adequate computer services to all employees.
Job Specifications
1. Must have an Associate’s Degree from an accredited college or university in Information Technology or other computer/technology related field; or two years experience working with network systems (LAN and WAN) and applications, Internet applications, and wireless technologies;
2. Must have strong technical knowledge of network and PC operating systems, protocols, and standards.

3. Must have experience with various databases and spread sheet software.

4. Must have adequate typing and data entry skills to perform job duties.

5. Must have excellent oral and written communication skills.

6. Must have the ability to rapidly learn corporate procedures and safety practices.

7. Must be able to be on call on a rotated basis for repair of broadband locations.

    Physical Requirements

Must be able to daily walk, stoop, bend, lift and carry up to 50 lbs. on a frequent basis, climb, kneel, reach, crawl, push, pull, and work in awkward positions and enclosed spaces. 

Safety Sensitive Classification

1. This position is classified as safety sensitive.

Job Functions
     Essential Job Duties

1. Assist in maintaining and administering an integrated relationship with the billing, engineering, and outage information databases.

2. Install, administer, and maintain the Cooperative’s Local Area Network (LAN), servers, desktop computers, portable computers, and related software.

3. Maintain office imaging equipment.

4. Analyze computer hardware and software needs to design an economical and efficient information system.

5. Monitor, maintain, and troubleshoot Local Area Network (LAN) equipment and data cabling.
6. Provide Internet, Intranet, and email assistance to users, including assist with network connections and passwords.

7. Coordinate installation of hardware and software by others, as necessary.

8. Provide technical support for office software/applications and act as liaison with Cooperative’s software suppliers.

9. Perform and maintain nightly backup tapes for Network, SCADA, TWACS, GIS, and CIS servers.

10. Troubleshoot communication issues with off-site SCADA and TWACS equipment.
11. Purchase, install and configure PCs, portable computers, and printers.

12. Monitor building UPS systems and coordinate maintenance and repair with outside UPS and generator vendors.

13. Provide support for office imaging equipment, telecommunication equipment, video surveillance system, security system, and coordinate activities with respective vendors.

14. Order, inventory and distribute computer/printing supplies.

15. Coordinate and administer member registration efforts for the Cooperative’s annual meeting.

16. Provide support for the Broadband Account Representative, Broadband / Member Engagement Specialist and Broadband Technician.

17. Assist with the monitoring, maintaining and repair the infrastructure at broadband locations.

18. Must be on call on a scheduled basis for repair and maintenance of broadband infrastructures.
19. Trouble shoots member internet problems when warranted.

20. Coordinate with remote support to resolve network issues.

21. Assists with maintaining cyber security best practices including PCI compliance.

Other Job Duties

Perform other duties as assigned by the IT / Telecommunication Systems Network Administrator.
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IT / Telecommunication Systems Network Administrator
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