



NATIONAL ASSOCIATION OF REALTORS®
Job Description 
Job Title: IT Specialist




Department:


Status:
FLSA Status: (do not complete)
Reports to: (position title) 
Revision Date: 

Number of Direct Reports:
Disclaimer: Please note that this sample job description is for consideration and reference only, with the hope that it is a helpful resource.  It is not policy, and there is no requirement to use this sample.  It is not intended to represent the best, or the only job description for this position.  The needs and interests of each association vary, therefore, an association must craft and tailor the job description that is most suitable and appropriate for the association’s needs and interests.  
POSITION SUMMARY:

The IT Specialist provides maintenance of the computer desktop / laptop environment by analyzing requirements, resolving problems, installing hardware and software solutions, and supporting the internal IT Helpdesk.  Administers and provides internal support for the Association’s personal computers, printers, servers, and related equipment. 

ESSENTIAL FUNCTIONS:
· Monitors and responds quickly and effectively to requests received through the IT helpdesk;   resolves problems to the end user’s satisfaction.

· Monitors service desk for tickets assigned to the queue and processes first-in, first-out based on priority.

· Modifies configurations, utilities, software default settings, etc. for the local workstation. 

· Utilizes and maintains the helpdesk tracking software; reports issues to service desk for escalation.

· Assists with onboarding of new users. 

· Installs, tests and configures new workstations, peripheral equipment and software. 

· Maintains inventory of all equipment, software and software licenses.

· Performs timely workstation hardware and software upgrades as required.

· Builds relationships and creates a welcoming environment for all end users.

· Performs other duties as assigned.

QUALIFICATIONS:
· High school diploma or equivalent required.  
· Bachelor’s degree in Information Systems, Business, Communications or related field preferred.

· Minimum two years of relevant technical experience.

· Experience with Windows or comparable servers and workstations.

· Analytical and problem solving abilities, with keen attention to detail.

WORK ENVIRONMENT AND PHYSICAL DEMANDS:
1. Ability to walk, stand, and sit (including on the floor) for long periods of time.

2. Must be able to lift and carry supplies weighing up to 20 pounds.

3. Ability to stand or sit while maintaining alertness for several hours at a time.

4. Position may require bending, leaning, kneeling, and walking.

5. Ability to speak concisely and effectively communicate.

6. Visual and auditory ability to respond to critical situations and physical ability to act swiftly in an emergency

7. Ability to view/enter data for long periods of time.


