County of Calhoun
Information Technology
Analyst

Job Description
Job Title: Information Technology Analyst
Department: 1400 - IT
Reports To: IT Administrator
FLSA Status: Non-Exempt

Summary

This position acts as a support role for the IT Administrator, planning, managing, and maintaining the information technology
infrastructure for County.

Essential Duties and Responsibilities

The duties outlined below represent the majority of responsibilities required to execute this position. Other duties
may be assigned related to this type of work as necessary.

e Installs, maintains, sets up, and updates desktop and laptop computers, servers, printers, scanners, plotters,
and all other peripherals.

e Maintains, installs, and updates security software and spyware software.

e Maintains the firewall.

e Insures proper throughput, Internet access, and bandwidth.

e Maintains local machine security. Maintains telephone users messaging including Internet access.
e Maintains systems backups and systems recovery.

e Manages electronic mail systems.

e Provides specifications for hardware purchases and pricing.

e Maintains VLANS and switches for connectivity.

e Receives and/or reviews various records and reports such as hardware specifications and new employee
information.

e Prepares and/or processes various records and reports such as throughput, Internet usage and data,



electronic mail list and passwords, and link analyst report.

e Refers to electronic mail accounts, telephone accounts, user names and passwords, Internet access, backup,
policy and procedure manuals, codes / laws / regulations, publications and reference texts, etc.

e Sets up and maintains audio/visual equipment for meetings, specialized events, etc. Manages recordings or
live broadcasts/streams of such occasions.

e QOperates a vehicle and a variety of office equipment and machinery such as generator, servers, switch,
converter, remote access, computer, printer, scanner, plotter, etc.

e Uses a variety of tools such as standard office tools, etc.; a variety of supplies such as general office supplies,
etc.; and a variety of computer software.

e Interacts and communicates with various groups and individuals such as County Administrator, end users,
County Council, elected officials, department heads, South Carolina Judicial System, vendors and the general
public.

Qualifications
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The

requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and/or Experience

Associate’s degree (A.A.) or equivalent from two-year college or technical school; or six months to one year
related experience and/or training; or equivalent combination of education and experience.

Language Skills

Ability to read, analyze, and interpret general business periodicals, professional journals, technical procedures, or
governmental regulations. Ability to write reports and business correspondence. Ability to effectively present
information and respond to questions from groups of managers, clients, customers, and the general public.

Mathematical Skills

Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, percentages, area,
circumference, and volume. Ability to apply concepts of basic algebra and geometry.

Reasoning Ability

Ability to solve practical problems and deal with a variety of concrete variables in situations where
only limited standardization exists. Ability to interpret a variety of instructions furnished in written,
oral, diagram, or schedule form.

Physical Demands



Tasks involve the ability to exert very moderate physical effort in light work, typically involving some
combination of stooping, kneeling, crouching and crawling, and which involves some lifting, carrying,
pushing and/or pulling of objects and materials of moderate weight (up to 20 pounds) and occasionally
heavier weight (up to 60 pounds). Tasks may involve extended periods of time at a keyboard or
workstation.

Work Environment

The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually quiet.

This job description does not constitute an employment agreement between the County and the employee and is
subject to change by the County as its needs and requirements of the job change.

Calhoun County does not discriminate on the basis of race, color, national origin, sex, religion, age and handicapped
status in employment or provision of service.



