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Our company is growing rapidly and is looking to fill the role of computer
assistant. Please review the list of responsibilities and qualifications. While this is
our ideal list, we will consider candidates that do not necessarily have all of the
qualifications, but have sufficient experience and talent.

Responsibilities for computer assistant

e Engagement with the Department’s student organization and facilitating a
work environment that encourages knowledge of, respect for, and
development of skills to engage with those of other cultures or backgrounds

e Engage in service to the Department, College, and University

e The primary purpose of this position is to provide advanced technical services
in applications programming

e Schedules, maintains, and provides advice on formulation of job requests and
computer programs for which the guidelines may provide for judgmental
deviations

e The primary purpose of this position is to serve as a focal point for Helpdesk
Customer Support duties, providing computer and technical related
assistance and support to organizational customers

e Performs Customer Support Center Helpdesk Technician duties

e Performs technical support duties

e Monitors Enterprise Network Systems and maintains computers with related
peripherals and tracks routine maintenance of existing computer equipment

e Coordinates and handles a broad range of administrative processes for large
student and staff teams under each faculty member

» Exercise independent judgement, application of technical skills, and detailed
knowledge of University, School and Department level policies and
procedures



Professional and a warm demeanor

Direct deposit of paycheck required

Teaching and leadership experience

Knowledge of accreditation standards and learning assessment
Minimum of 2 years of recent applicable industry experience (Software
Engineer)

Ability to adapt to a flexible work schedule that requires travel and
occasionally work on evenings and weekends



