[image: image1.jpg]GEORGIA
‘ PIEDMONT
TECHNICAL COLLEGE

Formerly DeKalb Technical College





Office of HUMAN RESOURCES 495 N. Indian Creek Dr. ( Clarkston, GA 30021 ( 404/297-9522 Ext. 1190 ( FAX# 404/298-3601

POSITION ANNOUNCEMENT (1 POSITION)
	POSITION:

	TECHNICAL SUPPORT SPECIALIST FOR QUALITY INITIATIVES

	LOCATION:  

	Newton Campus

	DESCRIPTION:
	Technical Support Specialist for Quality Initiatives is a temporary position and will report to the Dean of Quality Initiatives. This position is responsible for providing computer/digital literacy assistance to GPTC students.  This position is the first contact for students seeking technical help with computer-related issues.  The position will perform basic computer troubleshooting, including course-specific software, printer maintenance, and computer lab monitoring.  Technical Support Specialists for Quality Initiatives are also responsible for maintaining a clean quiet work area for students within the computer lab.  This position is a service provided by the Office of Quality Initiatives, which fulfills the objectives of the Quality Enhancement Plan -- to provide focused student technical support, as well as to support other student success initiatives.

	ESSENTIAL JOB RESPONSIBILITIES:
	1. Primary responsibility is to provide student support and customer service to students within computer labs/kiosks who need assistance with computer-related issues, such as Banner Web, ANGEL, MyLabs, EDUCO, SAM, eMail, and log-in issues.

2. Be pleasant, present, visible, and available to students requiring technical assistance.

3. Provide MyQEPLab orientations to QEP Cluster courses.

4. Answer questions from students on campus, as well as off campus, if the situation arises, with technical issues.

5. Research for solutions to questions with which students are unfamiliar.  Direct students to authoritative websites, as well as other resources on the Internet.

6. Be acquainted with the available help resources and stay updated with campus technology changes and problems.

7. Technical Support Specialists for the QEP are expected to familiarize themselves with new software and hardware applications used in GPTC courses and computer labs.

8. Relay computer issues that are beyond the scope of this position to GPTC TechSupport.

9. Attend all QEP training sessions.

	MINIMUM QUALIFICATIONS:
	Training and experience leading to demonstrated competencies to provide software/hardware support to multi-user computer network systems; to evaluate customer requests and identify current system requirements to recommend solutions. 
All applicants must complete an online application and upload resume, unofficial transcripts, and cover letter. Official Transcripts are required within 60 days of employment. 
Background screenings are conducted prior to employment.

	PREFERRED

QUALIFICATIONS:
	A bachelor's degree in a technical field such as computer science or computer information systems.

	COMPETENCIES

AND PHYSICAL 

DEMANDS:
	To perform this job successfully Technical Support Specialists should demonstrate the following competencies:

 Analytical: Researches unfamiliar technical issues, and learns new software and hardware applications.

Problem Solving: Identifies and resolves technical issues in a timely manner; gathers and analyzes information to either resolve the issue or escalate the issue to the next tier group; visualizes the problem or situation and thinks abstractly to solve it.

Technical Skills: Demonstrates the ability to logically solve basic technical issues; demonstrates knowledge in current operating system and software applications, as well as, but not limited to Banner Web, MyLabs, and ANGEL.

Customer Service: Responds promptly in a friendly and helpful manner to questions; demonstrates patience and persistence when helping difficult or frustrated students, as well as students who have little or no computing skills; maintains a good attitude when repeatedly answering the same questions to the same students.

Interpersonal Skills: Helps students effectively and courteously with technical issues; addresses basic to intermediate software issues; offers to help find answers to problems or sends to the next support tier.

Oral Communication: Explains issues clearly and concisely.

Written Communication: Submits emails, creates flyers, and updates literature developed in the Office of Quality Initiatives.

Teamwork: Shares information and collaborates on technical issues. 

Quality Management: Makes students’ needs first priority.

Professionalism: Wears work appropriate clothes.  Keeps tone, speech, and emails professional.  

Adaptability: Adjusts when things do not go as planned -- technology changes continually; stays calm when system is down and experiments with alternate methods to logon; learns different ways of doing things.

Attendance/Punctuality: Arrives and leaves on time; manages time wisely.

Dependability: Follows schedules and procedures.
Work Environment:  While performing the duties of this position, the employee may be required to travel by automobile to other campuses or instructional internships. The employee must have a valid driver’s license. 

	SALARY:
	The salary for this position is $12.00 an hour. 

	BENEFITS:
	This is a part time position working up to 19.5 hours per week and is not eligible for benefits.  Georgia Defined Contributions, Social Security and taxes will be deducted.

	TO APPLY:
	Click on the following link:  https://www.easyhrweb.com/JC_GPTC/Job%20Listings/JobListings.aspx 
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Georgia Piedmont Technical College (GPTC) participates in the Federal Government E-Verify Program which is an internet-based system that allows businesses to determine the eligibility of their employees to work in the United States Federal law required all employers to verify the identity and employment eligibility of all persons hired to work in the United States.  GPTC participates in the web based program, E-Verify (Employment Verification), to fulfill this requirement.  When necessary, information will be provided to the Social Security Administration (SSA) and, if necessary, The Department of Homeland Security (DHS) __from your DHS Form I-9 to confirm work authorization.

Company ID: 48406 Registered Since: July 24, 2007


Georgia Piedmont Technical College is an Equal Opportunity/Affirmative Action institution; Federal law requires identification and eligibility verification prior to employment. Males 26 and under must provide proof of selective service registration.  Georgia is an open records state.  Information provided on your application and with your application materials is subject to the Georgia Open Records Act (O.C.G.A. §50-18-70).
A background investigation is conducted on all employees prior to employment and subsequently, prior to promotion or reassignment.
As set forth in its student catalog, Georgia Piedmont Technical College does not discriminate on the basis of race, color, creed, national or ethnic origin, gender, religion, disability, age, political affiliation or belief, genetic information, veteran status, or citizenship status (except in those special circumstances permitted or mandated ).
	Title IX Coordinator: 



Dr. Debra Gordon,  Dean of Academic Programs
495 N. Indian Creek Drive, Room #-103B
Clarkston, GA 30021-2397
404/297-9522, Ext. 1176
	Equal Opportunity Officer: 

Lolita Morrison, Human Resources Director
495 North Indian Creek Drive Room #-157A
Clarkston, GA 30021 

404/297-9522, Ext. 1210


