Job Description 

Date                                             
Job Title IT Helpdesk Attendant
Employer       
Contact Person       
Contact Number      
Work Hours per Day        Days per Week              
Percent of Time Spent:







Comments

	
Sitting:

20%
	     

	
Standing:
30%
	     

	
Walking:
50%
	     


For the following: Never 0% of time; Occasionally 1% – 33% of time; Frequently 34% - 66% of time; Continuously 67% - 100% of time

While working, the employee must:
	
	
	Frequency
	Comments

	A.
	Hand/Wrist Work
	
	Computer/tool use

	B.
	Grasping
	
	     

	C.
	Pushing/Pulling
	
	Positioning monitor, tower, battery back up, copier

	D.
	Fine Manipulation
	
	     

	E.
	Reaching
	
	Running cables in ceiling

	F.
	Bend
	
	     

	G.
	Kneel
	
	     

	H.
	Squat
	
	     

	I.
	Climb
	
	Stairs, ladders

	J.
	Lift 01-10 lbs
	
	Tools/keyboards

	
	Lift 11‑20 lbs
	
	Tower

	
	Lift 21‑50 lbs
	
	Workstations

	
	Lift 51-70 lbs
	
	Server components


General Description of the Job:

Manage information technology systems.
Essential Functions of the Job:
Will set up individual computer workstations by placing monitors, towers, and keyboard/mouse equipment. Will attach cables to computer equipment. Will install and run cables through the ceiling and into ports in the walls. Will set up and install printers and copiers. Change toner cartridges. Will set up laptops and powerpoint projectors for presentations. Manages the telephone system.  Will respond to service requests and assist with software and hardware issues.  
Types of Machines, Tools, Special Equipment:

Dolly, cart, hand tools and powered drill. 
Vehicles or Moving Equipment Operated:

Passenger vehicle
