
Comal County 
Job Description 

 
 

Job Title: Enterprise Application Support Specialist Job Code Number:  
Department: Information Technology DOT Code:  
Employee Name:  Robert J. Raiford Employee ID:  1600 
Reports To:  Support Services Supervisor Location: Comal County 
Prepared by:  Director, Information Technology FLSA Status:  Exempt 
Approved by:  Commissioners’ Court Approved Date:  
Pay Grade: E8 
 
SUMMARY 
Provide exceptional service and support for all enterprise applications to the  users of Comal 
County by solving day-to-day support issues, explaining application functionality, coordinating 
application and server updates with appropriate manufacturers support, training and 
communicating on those application updates, and make recommendations regarding application 
enhancements. In addition to analytical, technical, and problem solving skills, the candidate must 
enjoy working in a team environment. The candidate must possess excellent oral as well as 
written communication skills in order to identify and deliver solutions in a professional manner. 
The candidate must also have a background in providing technical support for Windows 
workstations and complex applications.  
 
SUPERVISION RECEIVED 
This position works under the general supervision of the Information Technology Support 
Services Supervisor. 
 
SUPERVISION EXERCISED 
This position has no direct supervisory responsibilities. This position works under a defined set 
of objectives, priorities, and deadlines, with a minimum amount of supervision, and final results 
are not routinely reviewed in detail. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may 
be assigned. 

1. Develop an extensive working knowledge of all enterprise applications utilized by Comal 
County. 

2. Establishes and maintains cooperative and supportive relationships with customers. 
3. Interact with the user community to gather and document business requirements 
4. Support customers with complex technical issues related to enterprise applications 

software on networks, servers, and workstations.  
5. General assistance to customers in use and configuration of enterprise applications. 
6. Respond to requests and inquiries from clients within the pre-determined timeframe of 

our service level agreements. 
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7. Investigate and resolve system problems that are a result of environmental variables (i.e. 
workstation, server, and/or network).  

8. Develop and document processes and features for customer reference. 
9. Sets up and maintains user system access according to established procedures. 
10. Work with manufacturer(s) to identify solutions to work around open issues/problems 

that are under investigations or pending resolution. 
11. Document and track issues and actionable steps taken utilizing Help Desk system. 
12. Assist with user training and education related to enterprise applications. 
13. Assist with quality assurance testing of new software releases, patches, and/or upgrades. 
14. Facilitate problem solving between end user and vendor support. 
15. Analyze and make recommendations regarding application enhancements, user support 

needs, and improving customer satisfaction. 

MANDATORY QUALIFICATIONS: 

EDUCATION AND/OR EXPERIENCE: 

1. Four year degree preferred in computer related field, or 
2. Graduation from high school or GED equivalent, supplemented by two years of 

vocational education or college training in computer programming, computer science, 
management of information systems, or a closely related field, and 

3. Two years of “hands on” computer related experience, and 
4. Two years of computer operations experience using Microsoft Windows Operating 

Systems and Microsoft Office applications, or 
5. Any equivalent combination of education and experience as mentioned above.  
6. Experience supporting enterprise applications preferred 
7. Ability to identify basic network connectivity issues 
8. Previous experience supporting and troubleshooting application related problems 
9. Practical knowledge of Microsoft SQL Databases preferred 
10. Knowledge of information systems concepts and terminology 
11. Excellent customer service skills 
12. Strong analytical skills 
13. Skilled at managing multiple priorities in a fast paced environment 
14. Process improvement and measurement skills preferred 

Note: Individual must have a valid Texas driver’s license and be insurable by County’s 
Insurance provider. 

SPECIAL SKILLS AND ABILITIES 
Must have highest level of honesty and integrity due to access to, and ability to view or modify 
extremely confidential and sensitive data. Must also be capable of working with utmost tact and 
diplomacy in a stressful environment which involves close interaction with users, Department 
Heads and Elected Officials where computer guidance and policies must be carefully articulated 
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to avoid conflict. Some knowledge of Texas County Government operations and the Texas 
Criminal/Civil Justice System is preferred. 

 

DESIRED MINIMUM QUALIFICATIONS:  

LANGUAGE SKILLS  
Employee must be able to communicate effectively with users and vendors. Must have ability to 
read, analyze, and interpret general business periodicals, professional journals, technical 
procedures, or governmental regulations. Must have the ability to write reports, business 
correspondence, and procedure manuals. Effectively present information and respond to 
questions from groups of Elected Officials, Department Heads, employees, and the general 
public.  
 
 
MATHEMATICAL SKILLS  
Employee must have ability to add, subtract, multiply, and divide in all units of measure, using 
whole numbers, common fractions, and decimals. Must have the ability to calculate figures and 
amounts such as discounts, interest, commissions, proportions, percentages, area circumference, 
and volume. Must have ability to apply concepts of basic algebra and geometry. Must have 
ability to draw and interpret charts and graphs such as pie charts and bar and line graphs. 
 
REASONING ABILITY  
Must have ability to solve practical problems and deal with a variety of concrete variables in 
situations where only limited standardization exists. Must have ability to interpret a variety of 
instructions furnished in written, oral, diagram, or schedule form.  
 
PHYSICAL DEMANDS  
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential duties of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions of this job.  
While performing the duties of this job, the employee is regularly required to stand, walk, sit, use 
hands to finger, handle, or feel objects, tools, or controls, and talk or hear. The employee 
frequently is required to reach with hands and arms. The employee is occasionally required to 
climb or balance, stoop, kneel, crouch, or crawl, and taste or smell. Specific vision abilities 
required by this job include close vision, distance vision, color vision, peripheral vision, depth 
perception, and the ability to adjust focus. The employee may have to lift and/or move 
moderately heavy items such as Personal Computers, Terminals, or Printers.  
 
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.  
While performing the duties of this job, the employee is frequently exposed to above risk of 
electrical shock which exists due to the constant shuffling of electronic devices and dealing with 
their internals. The employee is occasionally exposed to fumes or airborne particles and toxic or 
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caustic chemicals. The noise level in the work environment is above normal, but not the point of 
being dangerous. 
 
SELECTION GUIDELINES 
Formal application, rating of education and experience; oral interview and reference check; job 
related tests might be required. This job description does not constitute an employment 
agreement between the employer and employee and is subject to change by the employer as the 
needs of the employer and requirements of the job change. The employee further understands, 
and accepts, that this position falls under the provision of an “At Will” employment, and under 
no circumstances is this a contract for employment. 
 
 
 
Approval: _____________________________ Approval: 
________________________________ 
    (Supervisor or Department Head)        (Commissioners Court) 
 
 
Effective Date: _________________________ 
 
 
Acknowledgement of employee: 
_____________________________________________________ 
      (Printed – Last Name, First Name, MI) 
 
 
Signature of employee: 
____________________________________________________________ 
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Job Description 

Job Title:  Data Center Support Specialist Job Code Number:  
Department:  Information Technology   DOT Code: 
Employee Name:       Employee ID:   
Reports To:  Data Center Operations Manager   Location:  Comal County 
Prepared by:  Director, Information Technology FLSA Status:  Exempt 
Approved by:  Commissioners’ Court   Approved Date:   
Pay Grade: E8 
 
SUMMARY 
Provide exceptional service to Comal county employee users of technology. Performs repair, 
maintenance, upgrades and resolution of complex hardware, software and operating system issues for 
Servers, personal computers, laptops, printers, scanners, Mobile Data Terminals, monitors and other 
peripheral devices. Troubleshoots and resolves network connectivity problems. Coordinates and 
collaborates with all other I.T. Team members in the delivery of services, systems, and technical 
consultations to all county employees.  Assists in the maintenance, troubleshooting and repair of 
applications and network components including switches, routers and wireless devices as well as 
communications circuits. This position is also considered the first line of defense for anti-malware 
efforts and is responsible for ensuring that approved anti-malware software is installed, updated and 
properly functioning on all servers and systems connected to the Comal County Network. Ensures that 
all assigned work orders are addressed and resolved in a timely manner. Assists all department 
personnel in ensuring that all installed software is properly licensed and authorized for use on the 
county network. Is familiar with and adheres to all Federal, State, Local, County and Department rules, 
regulations, policies, statutes and laws as applicable.  
Assists with the maintenance of Data Center Systems Hardware, backup, Operating systems, Power 
backup and network domains including, but not limited to, Email, database, user Access, server security, 
and Web/Internet security, remote access, firewalls and other security appliances, ensures that server 
and domain security practices are established, adhered to and maintained.   

SUPERVISION RECEIVED 
Works under the general supervision of the Data Center Operations Manager  

SUPERVISION EXERCISED 
This position has no direct supervisory responsibilities. This position works under a defined set of 
objectives, priorities and deadlines with a minimum amount of supervision and final results are not 
routinely reviewed in detail. 

ESSENTIAL DUTIES AND RESPONSIBILITIES  
1.  Administers the Windows based and UNIX server systems including the update, maintenance backup, 
monitoring, troubleshooting, diagnosis and repair of these systems 
2.  Network domain administration and security at the direction of the Data Center Operations Manager 
3.  Responsible for management, update, maintenance, backup and monitoring of MS Exchange Server(s) 
and related Email Spam Filtering appliance(s).   
4.  Manages TCP/IP addresses and DHCP scopes 
5.  Reports, monitors and ensures incident response to all hardware, operating system and backup systems 
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issues. 
6. Monitors system utilization and capacity on a daily ongoing basis and reports issues and recommends 
enhancements and/or remediation 
7.  Manages backup of all systems information and ensures the integrity and viability of all backups. 
Performs data restoration when required. 
8.  Assists in the development and maintenance of all Data Center Operations and systems 
documentation. 
9.  Adheres strictly to defined change management process. 
10. Ensures all security appliance(s) rules, policies and thresholds are appropriately configured to ensure 
optimal mitigation of risk to the networks 
12. Utilizes technology to detect and prevent network intrusion, data loss and unauthorized disclosure, 
modification and/or deletion of data. 
 
SPECIAL DUTIES AND RESPONSIBILITIES: 
1.  Has a shared responsibility for the operation and security of IT equipment 
2.  Must be available subject to 24 hour, 7 days a week, 52 weeks a year  
3.  Responsible for assisting in the maintenance, repair, issues resolution and risk mitigation as relates to 
all  networks, server hardware, desktop hardware and Operating systems. 
 
Note: The duties listed above are intended only as illustrations of the various types of work that may be 
performed. The omission of specific statements of duties does not exclude them from the position if the 
work is similar, related or a logical assignment to the position and is assigned by the supervisor. 

MANDATORY QUALIFICATIONS: 
 
EDUCATION and/or EXPERIENCE: 
1.  Four year degree preferred in computer related field or business administration, or (B) Graduation 
from high school or GED equivalent, supplemented by two years of vocational education or college 
training in computer programming, computer science or a closely related field 
2.  Five (5) years of “hands on” server related experience 
3.  Three (3) years of “hands on” Windows server and VMWare 
4.  Two (2) years of “hands on” data backup and restoration experience.  
5.  Two (2) years of “hands on” experience configuring and managing storage in a SAN 
6.  SQL Server database experience a plus 
6.   Any equivalent combination of education and experience as mentioned above. 
 
CERTIFICATIONS, LICENSES, REGISTRATION 
Must have a valid Texas Driver’s license. 
Relevant training and technical certification a plus 
 
 

SPECIAL SKILLS AND ABILITIES 
Must have highest level of honesty and integrity due to access to, and ability to modify or destroy 
extremely confidential and sensitive data without report or audit trail. Must also be capable of working 
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with utmost tact and diplomacy in a stressful environment which involves close interaction with Users, 
Department Heads and Elected Officials where computer guidance, policies and legal requirements must 
be carefully articulated to avoid conflict. Must have working knowledge of Windows Server Operating 
Systems; Storage Area Networking (SAN) and VMWare server virtualization. Must have ability to 
troubleshoot and resolve hardware and operating system issues on servers and desktop PC’s as well as 
peripheral devices.  

DESIRED MINIMUM QUALIFICATIONS: 

LANGUAGE SKILLS 
Must be able to communicate effectively with coworkers and supervisors. Must have ability to read, 
analyze, and apply information from manuals, technical documents, professional journals, technical 
procedures, or governmental regulations. Must have ability to write reports, business correspondence, and 
policies / procedures as well as technical documentation. Ability to effectively present information and 
respond to questions from groups of Elected Officials, Department Heads, employees as well as the 
general public. 

MATHEMATICAL SKILLS 
Must have ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, 
common fractions, and decimals. Must have ability to calculate figures and amounts such as discounts, 
interest, commissions, proportions, percentages, area circumference, and volume. Must have ability to 
apply concepts of basic algebra and geometry. Must have ability to draw and interpret charts and graphs 
such as pie charts and bar and line graphs. 

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

PHYSICAL DEMANDS 
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential duties of this job. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions of this job. 

While performing the duties of this job, the employee is regularly required to stand; walk; sit; use hands 
to finger, handle, or feel objects, tools, or controls; and talk or hear. The employee frequently is required 
to reach with hands and arms. The employee is occasionally required to climb or balance; stoop, kneel, 
crouch, or crawl; and taste or smell. Specific vision abilities required by this job include close vision, 
distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus. The 
employee must regularly lift and/or move moderately heavy items such as Personal Computers, Servers, 
or Printers. 

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. 
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While performing the duties of this job, the employee is frequently exposed to above risk of electrical 
shock which exists due to the constant shuffling of electronic devices and dealing with their internals. The 
employee is occasionally exposed to fumes or airborne particles and toxic or caustic chemicals. The noise 
level in the work environment is above normal, but not the point of being dangerous. 

SELECTION GUIDELINES 
Formal application, rating of education and experience; oral interview and reference check; job related 
tests might be required. 

This job description does not constitute an employment agreement between the employer and employee 
and is subject to change by the employer as the needs of the employer and requirements of the job change. 
The employee further understands, and accepts, that this position falls under the provision of an “At Will” 
employment, and under no circumstances is this a contract for employment. 

Approval: ___________________________ Approval: ___________________________ 

(Supervisor or Department Head) (Commissioner’s Court) 

Effective Date: _______________________ Revision History:_____________________ 

Acknowledgement of employee:___________________________________________________ 

(Printed Last, First Name, MI) 

Signature of employee:___________________________________________________________ 
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