
C I T Y  O F  W E S T  L I N N  
JOB  DESCRIPTION 

Job Title: Information Technology Analyst 
 

Department: Information Technology FLSA Status: Non-Ex 

Employee Group: AFSCME Salary Grade: G 

FTE Status: Full Time Date: January 2019 
 

GENERAL FUNCTION:  

This is a full time position responsible for supporting diverse department specific technologies, 
participating in various software and hardware implementation projects, and performing data mining, 
research, testing, analysis, and reporting in support of a wide range of business and technical 
requirements. This position will also be responsible for intermediate systems administration, advanced 
desktop infrastructure support, and advanced helpdesk coverage. 

This position reports directly to the Information Technology Director and will, serve as the City’s primary 
point of contact for service desk and desktop support. This is a journey-level technical class in 
Information Systems that performs a wide variety of technical support duties related to the City's 
management of information, computer, smart devices and telecommunications systems including 
related software and peripherals. Responsibilities include design and troubleshooting hardware and 
software applications, assisting in the research, selection, purchasing, and implementation of new 
software, hardware, or emerging technologies, and performing intermediate system administration 
tasks such as maintaining desktop support automation infrastructure, mobile device management 
infrastructure, printing infrastructure, and device level patching and threat management. This class is 
distinguished from Network & Computer Administrator in that that latter is a professional-level class 
and performs higher-level technical and administrative duties. 

Duties and Responsibilities: 

An employee in this classification may perform any of the following duties; however, these examples do 
not include all the specific tasks that an employee may be expected to perform: 

1) Contribute to a positive work environment. 
a) Builds collaborative interdepartmental relationships 
b) Delivers world class customer service 
c) Innovative team focused approach to problem solving 

2) Service Desk 
a) Senior technical resource for all service desk support, and maintenance activities 
b) Single point of contact and coordination for outsourced desktop/software services 
c) Service desk documentation and knowledge management officer  
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d) End user service, support and training ambassador to the organization 
3) Desktop/Smart Device Support 

a) Escalated technical support for Desktop I and Desktop II staff 
b) Design, install/upgrade new and existing desktop software and hardware 
c) Design, install/upgrade new and existing smart device software and hardware 
d) Research and evolution of desktop/smart device automation environment 
e) Desktop and smart device security officer 
f) Desktop and smart device documentation & training officer  

4) Systems & Telephony Administration 
a) Supervised delegated tasks from Computer and Network Administrator 
b) Service desk server infrastructure administrator 
c) Desktop and smart device server infrastructure administrator 
d) Desktop and smart device automation server infrastructure administrator 
e) Printing/Scanning server infrastructure administrator 
f) Establish and maintain network users, and user environment. 

5) Infrastructure Maintenance 
a) Desktop and smart device software patch management officer 
b) Desktop and smart device hardware patch management officer 
c) Peripheral device patch management officer 

6) Project Management & Administrative Tasks 
a) Research, analysis, testing and procurement of various hardware/software infrastructure 
b) Develop documentation for end user training on deployed hardware/software systems 
c) Facilitate project management of IS projects as assigned 
d) Maintain updated desktop and smart device asset inventory 

SPECIFICATIONS: 

(Job preparation and prior work experience requirements are minimum standards.  Other equivalent 
combinations of education, training and experience may be considered) 

 

1. Job Preparation: 

a. Education: 
i. Graduate of a Four (4) year college with a degree in Information Technology 

or Business Administration. 
ii. CompTia A+, CompTia Network+, and Microsoft Certified Professional (MCP) 

certification preferred.  
iii. Microsoft Certified Systems Engineer/Administrator (MCSE/MCSA) and 

Cisco Certified Network Professional (CCNP) certification also highly desired. 
 

b. Knowledge & Skills: 
i. Advanced knowledge of computer/smart device repairs. 

ii. Intermediate to advanced knowledge of desktop/smart device automation 
tools (MDM, SCCM...) 
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iii. Advanced skill in Windows (TCP/IP) network operating system and desktop 
support. 

iv. Advanced skill in third party application support and troubleshooting. 
v. Intermediate to advanced knowledge of Active Directory, Windows Server, 

and general systems administration. 
vi. Intermediate Knowledge of TCP/IP networks and Internet connectivity. 

vii. Basic knowledge of firewall, VPN concepts and configuration, and VoIP 
telecommunications systems. 

viii. Skill in using logic and reasoning to identify the strengths and weaknesses of 
alternative solutions, conclusions or approaches to problems. 

ix. Ability to translate technical information in to an easy-to-use format for end 
users. 

x. Ability to work effectively with a wide variety of people, including staff, 
contractors, and the general public. 

xi. Ability to communicate effectively, both orally and in writing. 

c. Experience: 
Five (5) years or more of recent experience as a senior desktop technician or 

entry level network administrator on a medium size or larger network of servers, 
desktop systems, storage, telecommunications, and network devices, systems, and 
solutions, using modern technologies.  

Position requires a sufficient degree of experience and or education that clearly 
demonstrates the employee’s ability to successfully perform the tasks and skills 
outlined in the job description. Any combination of experience and training which 
ensures the ability to perform the work may be considered as substitution for the 
above by the hiring manager. 

2. Supervision: 
Received:  Work is performed (often highly independently) under the direction of the I.T. 
Director who communicates broad policies and assigns activities.  Work is reviewed for 
effectiveness, results obtained, and conformance with identified expectations, and 
established rules and regulations. 
 

Exercised:  Supervision is not a normal responsibility of this position. Requires excellent 
communication skills.  May be responsible for assigning work and overseeing the completion 
of work assignments of other desktop/help desk personnel within the department.  Must 
have the experience to effectively and collaboratively meet the operational needs of the 
City and the Information Services Department.    

3. Communication: 
Oral and written communication must occur between the Information Tech and the Chief 
Technology Officer on a regular basis (daily, after hour and weekend, emergency, and more 
often if needed.) Technical & non-technical writing of documentation and training materials 
will be required periodically. Relationships that must be maintained include direct 
communication with all City staff, vendors and other computer technology groups.  May also 
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be required to provide information orally and in writing to members of the City Council and 
City Management team. 
 

4. Cognitive Functions: 
The position incumbent works in a fast-paced office environment characterized by frequent 
deadlines, interruptions, and complex decision making processes.  Work is performed with 
minimal direction and supervision. Work routinely requires independent judgment. The 
incumbent must be capable of working effectively with coworkers and members of the 
public. Concentration and focus are required to complete detail oriented tasks.  Decisions 
most often made in the course of duty may have significant impact to operational capacity 
and performance. 

 
5. Working Conditions: 

  

 This position requires a normal business hour work schedule, which includes 
infrequent time outside normal office hours.   

 This position functions in an office environment with light lifting and carrying.  
Physical capability involves use of office or equipment where some agility and hand 
eye coordination is needed. 

 
6. Resource Accountability: 

Safeguard and maintain network security, CJIS policies, licenses, and inventories of all City 
hardware and software. Responsible for ensuring the safeguarding of all desktop/smart 
device operating systems.  Exercise cost effective use of City labor and financial resources. 
 

The job classification 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. 

 

             
Employee Signature         Date 
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