
            
 

      
 

 

 

IT Technician 

Status: Full-Time Position – Hourly 

Schedule: 8am – 5pm (40 hours per week)  

Supervisor: IT Manager   

 

Summary  

This is an important role in the growing company of Duperon Corporation.  This person will 
work for and support the IT manager.  It is a position that will provide first line technical support 
to users, build and rebuild computer systems, perform basic network troubleshooting.  It will 
require a person with a desire to learn new skills, ability to follow instructions and the ability to 
ask for help as needed.  In addition, you will assist with installs, relocating, upgrades, and 
modifying user equipment to ensure maximum availability and utilization of IT assets; (e.g., 
phone systems, computer workstations, printers, and other associated peripherals).  Duties will 
include install of accredited software applications as directed and provide support either 
remotely or onsite, depending on the specific needs and requirements.     

 

Essential Functions – (this list does not imply level of importance or priority) 

 PC Support Analyst You are accountable for the proper set up of new computer 
systems for new employees according to the standard protocols for each role.  Provide 
software, hardware, and network support to all PCs, printers, and peripherals. You will 
work with employees to help bring technology to solve business process issues.  Provide 
written work instructions for processes within the IT department. 

 Help Desk Day to day accountabilities will be managing the support and 
troubleshooting of o365 suites and all system elements.  Managing user access and 
ensuring availability of Duperon’s systems.  This person must be able to effectively 
support employees, whether in-office or remote. This person will also assist in training 
new employees, and be able to communicate clearly and train as needed all changes to 
programs, phones, etc. Accountable to keep daily records of all support incidents in 
Ticket Tracker database, as well as to compile monthly, quarterly, and yearly statistics on 
support incidents for use in predicting future hardware and software direction.   You may 
also be called upon to troubleshoot a customer’s site to support our field service techs.    



 

 

 Video Teleconferencing and Event Management This will include initial installation, 
connection, and configuration, as well as ongoing daily setup, scheduling, and 
operational assistance for conducting VTCs (e.g., video cameras, projection screens, 
speakers, control consoles, control software).  The requirement is to assure all setup is 
completed 30 minutes prior to the start of the event.  

 Report Writing This person will be able to create and write reports using Crystal 
Reports, SQL ,Excel VBA to support end users 

 Server Administration As secondary server support, you will be responsible for 
maintaining and supporting all servers including a Hyper-V environment.  

Requirements 

Education  

a. High School Diploma Required   
b. College Education Required:   1+ years towards Bachelor’s Degree in Computer Science 

or Computer Information Systems 
c. Optional:  Microsoft Technical certification(s) especially MCSA/MCSE, Cisco CCT, CIW, A+ 

certification(s)  and other related certifications will be given special consideration 
 Experience 

a. Preferred:  Customer Service experience.    

Skills 

a. Required:  Ability to follow detailed step-by-step instructions. 
b. Required:  Knowledge of hardware and software troubleshooting methodologies 
c. Required:  Ability to work independently 
d. Required:  Strong Communication skills both verbal and written. 
e. Required:  Able to understand big picture objectives and do the detail-oriented work to 

achieve them. 
f. Required:  Able to remain calm and responsive in stressful situations 
g. Required:  Able to work with people who have varying computer skills and knowledge. 
h. Strongly Preferred:  Able to create reports using Crystal Reports, SQL ,Excel VBA  
i. Strongly Preferred:  Experience with Office 365, Teams, Word, Excel, Powerpoint, Outlook   
j. Preferred:  Experience with our current programs:   ERP (Jobscope), CAD (Solidworks and 

Driveworks), CRM (Act!), and all Microsoft Office products 
k. Preferred:  Experience with Microsoft and Linux server environments. 

 

Working Conditions 

a. Drug-free, non-smoking environment.  



 

 

b. Must be able to work on computers for extended periods of time. Must be able to meet 
the physical demands of installing computers and other IT-related equipment, including 
the ability to lift up to 25 lbs. on a regular basis.  

c. Currently conditions include working virtually and will require you to have a space at 
home that allows you to work at your fullest extent.    You will need to have internet that 
supports the ability to stream, video conference etc.   

d. Must be willing to be called for support from employees working off-site outside of 
office hours.  


