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Job Title: Support Svcs Specialist I (TEMP/PT)  

 
Job Code Number:  266 

Department: Information Technology  Pay Grade: N3 
Employee Name:   Employee ID:  
FLSA Status:  Nonexempt Reports To: Support Services Supervisor 
Prepared by: Human Resources Prepared Date: 06/18 
Approved by: Commissioners Court                       Updated: 
  

SUMMARY 
Provides customer service to Comal County employee users of technology. In collaboration with team 
members, assists in the delivery of systems, services, project implementation and technical consultations 
to all county employees. This position is also considered the first line of defense for anti-malware efforts.   
 
SUPERVISION RECEIVED 
This position works under the general supervision of the Support Services Supervisor. 
 
SUPERVISION EXERCISED 
This position has no direct supervisory responsibilities.  
 
ESSENTIAL DUTIES AND RESPONSIBILITIES  
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  
Duties include the following: 
 

1. Provides technical assistance to all Comal County employees utilizing technology in their jobs. 
2. Maintains optimal performance of systems in use within the county network. 
3. Monitors and maintains system security and user access to network resources. 
4. Performs repair, maintenance, upgrades and resolution of hardware, software and operating 

system issues for personal computers, laptops, printers, scanners, mobile data terminals, 
monitors and other peripheral devices. 

5. Asset tracking and control of all computing equipment. 
6. Assists in the maintenance, troubleshooting and repair of VoIP telephone issues, applications 

(including Odyssey software), and network components including switches, routers, and wireless 
devices as well as communications circuits. 

7. Utilizes work order system to complete requests and to report resolution and technical detail 
8. Evaluates and recommends software and hardware solutions to resolve problems or  fit specific 

business processes. 
9. Creates and maintains technical specifications for recommended hardware, software, and 

peripherals. 
10. Researches and reviews existing systems and software to evaluate effectiveness and recommend 

new systems and/or software to improve workflow as required. 
11. Manages, maintains, and ensures installation/application of all operating systems, software and 

hardware hot fixes, patches, upgrades, firmware revisions and drivers.  
12. Responsible for ensuring that approved anti-malware software is installed, updated, and properly 

functioning on all systems connected to the Comal County Network. 
13. Assists in the preparation of SOP’s, processes, training materials and documentation. 



 

 

14. Ensures that all assigned work orders are addressed and resolved in a timely manner. 
15. Cross trains with other I.T. areas in order to back up team members as required. 
16. Performs user training and education. 
17. Performs backup and restores data files as required. 
18. Analyzes and makes recommendations regarding application enhancements, user support needs, 

and improving customer satisfaction. 
19. Attendance is an essential function of the job. 

 
SPECIAL DUTIES AND RESPONSIBILITIES 

1. Has shared responsibility for the operation and security of computer hardware and software of 
high monetary value. 

2. Has access to confidential personnel, criminal, civil, probation and Law Enforcement information 
and is responsible for ensuring the integrity and security thereof. 

3. Possess ability to convey complex technical concepts in layman’s terms. 
4. Manages multiple priorities and often must shift between routine and complex issues. 

 
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 supervisory personnel. 
 
MANDATORY QUALIFICATIONS: 
 
EDUCATION AND/OR EXPERIENCE: 

 Graduation from high school or GED equivalent; Associate's degree or certificate preferred in 
computer related field; or two years of vocational education/college training in computer 
programming, computer science, management of information systems, or a closely related field, 
and “hands on” computer related experience; or equivalent combination of education and 
experience as mentioned above. 

 Intermediate knowledge of Microsoft Windows Operating Systems and Microsoft Office 
applications 

 Ability to identify basic network connectivity issues. 

 Previous experience supporting and troubleshooting application related problems. 

 Knowledge of information systems concepts and terminology. 

 Advanced customer service skills. 

 Strong analytical skills. 

 Skilled at managing multiple priorities in a fast-paced environment. 

 Process improvement and measurement skills preferred. 
 
SPECIAL SKILLS AND ABILITIES: 
Must be capable of working with Department Heads and Elected Officials where computer guidance and 
policies must be carefully articulated 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 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 is frequently 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 caustic chemicals. The noise 
level in the work environment can be above normal. 
 
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: _______________________________Revision History:__________________________ 
 
 
Acknowledgement of employee: ________________________________________________________ 
                               (Printed Last Name, First Name, MI) 

 
 
Signature of employee: ________________________________________________________________ 
 
 
 




