DREW MEMORIAL HOSPITAL

POSITION DESCRIPTION

POSITION TITLE:

Technology Support Specialist I
DEPARTMENT:  

Information Technology

REPORTS TO:

Director of Information Technology



POSITION SUMMARY:

The Technology Support Specialist I is responsible for assisting the Director of Information Technology in system management related to the enterprise computer system.  Basic responsibility lies in supporting end-users, responding to help desk calls and teaching computer education classes.

ESSENTIAL JOB FUNCTIONS:
1. Work in harmony with employees of the hospital

2. Research and forward recommendations for consideration during the annual updating of the technology strategic plan

3. Manage the CPSI system (Unix Server & Employee Help Desk)

4. Coordinate and/or provide user support and training for employees throughout the hospital, this includes coordinating the education plans

5. Manage and respond to requests from employees on matters pertaining to the ongoing operation of all technology equipment (Help Desk)

6. Manage ongoing operation of all technology equipment/software (Billing Software/Coding/Transcription)

7. Web Page Administration

8. QI Reporting

9. Communicate all major network faults to staff

10. Assist with network and other IT hardware and software faults

11. Maintain printers and other accessories to a high level

12. Maintain an up-to-date database for the IT equipment and software

13. Communicate all major network faults to staff

14. Maintain the documentation and backup rotation on CPSI Unix servers

15. Perform grant research and grant writing as needed.

16. Other duties as prescribed by the Director of Information Technology

KNOWLEDGE AND SKILLS REQUIRED:

· Two or more years office network experience required.

· Very good analytical and trouble-shooting skills.

· Demonstrated ability to work well with others, very good interpersonal and communication skills.

· Good working knowledge of network systems, Microsoft Office Software, TCP/IP, and LAN/Wan connectivity.
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