KLAMATH 9-1-1 EMERGENCY COMMUNICATIONS DISTRICT POSITION DESCRIPTION

SUPPORT SPECIALIST
Date Originally Prepared:  January 18, 2012
Position Title: Support Specialist
Supervisor: Executive Director
Supervision Exercised:  None
Position Overview: Under the supervision of the Executive Director, the Support Specialist will perform day-to-day administrative duties which include acting in the capacity of receptionist when necessary, clerical duties as assigned, and ensure properly functioning equipment and computer systems in the day-to-day operation of the district offices.  Perform facility and grounds maintenance as necessary; maintain computer hardware and software programs.  Serve as the district’s Safety Officer. 

Working Environment: Work is performed at the Klamath 9-1-1 Emergency Communication District, some work to be performed outside as necessary. 

Qualifications: 

1. Education – High school graduate or equivalent.  Technical institute certificate in a computer related field; or an extensive working knowledge of computer hardware and software; or a combination of education and experience.
2. Experience – General office procedures, customer service or equivalent public interaction, cash handling, filing, letter writing, outlook calendar and email system. Comprehensive experience, knowledge and understanding of the computer operations, installation of software programs and operations; basic hardware troubleshooting, current business computer systems including software, hardware, and network components.  Must be capable of basic installation, updates, upgrades, troubleshooting maintenance for administrative computer systems.  Knowledge of Computer Aided Dispatch and Enhanced 9-1-1 telephony systems as well as network servers is a plus. 
3. Security Clearance – Must be able to pass a national CJIS background check and receive approval to be allowed access to sensitive and restricted systems.
4. Criminal History – Must be able to pass a criminal history background check.

5. Equipment Used – Multiple computer programs with keyboarding minimum of 35 wpm, fax machine, copy machine, scanner, power point projector, 10-key, cash register, and other basic office and networking equipment.  Small hand and yard tools.
6. Personal Abilities – The ideal candidate will demonstrate the ability to effectively use oral and written communication in the performance of duties and responsibilities; use a common sense approach in problem solving; have the ability to perform common maintenance functions for the district facility; perform cleaning tasks inside and outside the facility, to include some grounds keeping activities; make prompt, accurate and appropriate decisions; clearly communicate verbally and in writing; work on projects to advance current levels of service to allow a more efficiently ran operation; learn new programs and procedures; maintain current programs and procedures; work independently with minimal supervision; take initiative in self-instruction; utilize good time management; pay attention to details; work well with others; and demonstrate excellent customer service skills in the high stress environment of public safety.
Essential Job Functions:

Physical:
1.         Must be able to use hand tools, ladders, power tools, yard maintenance equipment, and some lifting not in excess of 50 lbs.

2.         Visual and hearing acuity required.

3.         May be required to bend, reach, climb, and operate various tools, machinery and computer systems.

Mental:
1. Must possess ability to remain calm in stressful environment of crisis & emergency events.
2. Must be able to work under pressure.
3. Must be able to take information and direction, plan and problem solve in order to pursue an appropriate course of action.

4. Must be able to pass a psychology testing.
Job Duty Outline:

1.         Position is in the public sector, is non-exempt and is not represented by the 
            collective bargaining unit.
2.         Must maintain current vehicle insurance and comply with all laws governing

            motor vehicle use in Oregon.

3.         Must be able to pass a personal and criminal background check.

5.          Must be able to maintain confidentiality.
6.          Read and write in English proficiently in a business environment
7.          Act in the capacity of receptionist while assisting the public at the front office.
8.          Conduct administrative errands include bank deposits, District Attorney office,

City and County office, picking up office supplies, mail, etc.

9. Assist the administration staff with clerical duties, and performance of duties in the day-to-day operation of the administration section.

10.        Assist in the inventory and order office supplies.
11. 
Schedule and maintain conference room for numerous district meetings.
12. 
Maintain district files as directed.
13. 
Assist in the district Quality Assurance Program.
14. 
Process CAD sales requests.
15. 
Perform building cleaning and maintenance as necessary.
16. 
Perform grounds maintenance as necessary.
17. 
Serve as the district’s Safety Officer.
18. 
Manage district’s web site information and newsletter.
19. 
Ensure proper operations and maintenance of agency equipment including back-
up UPS and generator.
20. 
Troubleshoot problems involving office equipment, such as computer hardware 
and software.
21. 
Maintain a variety of computerized records, files and databases.    

The duties and responsibilities included in this description are not intended to be all-inclusive, and the employee is expected to perform all other duties as assigned, and to be able to work independently with minimal supervision.

