
Educational Service Unit 10 
Job Description 

 
Department: Network Information Services 
Job Title: PC Technician 
Education Level: College diploma or university degree in the field of computer science or technology, 
or three years equivalent work experience 
Certification/Licensure: Certifications in desktop software or hardware including A+, Network+, Apple 
Certified Support Professional, or Microsoft Certified Technology Specialist (MCTS) 
Knowledge & Experience: 

• Excellent technical knowledge of network and PC hardware, including Dell workstations 
• Hands-on hardware troubleshooting experience 
• Extensive equipment support experience with desktops and printers 
• Working technical knowledge of current network protocols, operating systems, and standards, 

including TCP/IP, UDP/IP, SNMP, ICMP, WMI; recent versions of Windows desktops and 
Servers and Macintosh OS X 

• Ability to operate tools, components, and peripheral accessories 
• Able to read and understand technical manuals, procedural documentation, and OEM guides 
• Ability to conduct research into PC issues and products as required 

 
Essential Functions of Position: 
The PC Technician’s role is to provide a point of contact for end users to support and maintain in-house 
computer systems, desktops, and peripherals. This includes installing, diagnosing, repairing, maintaining, 
and upgrading all computer hardware and equipment while ensuring optimal workstation performance. 
The person will also troubleshoot problem areas (in person, by telephone, or via e-mail) in a timely and 
accurate fashion, and provide end user training and assistance where required. 

1. Assist in preparing, maintaining, and upholding procedures for logging, reporting, and statistically 
monitoring PC performance 

2. Assist in developing long-term strategies and capacity planning for meeting future computer 
hardware needs 

3. Support development and implementation of new computer projects and new hardware 
installations 

4. Aid in development of business continuity and disaster recovery plans, maintain current 
knowledge of planned executables, and respond to crises in accordance with business continuity 
and disaster recovery plans 

5. Recommend, schedule, and perform PC, hardware and peripheral equipment improvements, 
upgrades, and repairs 

6. Perform onsite analysis, diagnosis, and resolution of complex desktop problems for end users, 
and recommend and implement corrective solutions, including offsite repair for remote users as 
needed 

7. Install, configure, test, maintain, monitor, and troubleshoot end-user workstations and related 
hardware and software in order to deliver required desktop service levels 

8. Collaborate with LAN technicians/network administrators to ensure efficient operation of the 
company’s desktop computing environment 

9. Where required, administer and resolve issues with associated end-user workstation networking 
software products 

10. Receive and respond to incoming calls, pages, and/or e-mails regarding desktop problems 
11. Ensure that physical desktop connections (i.e. RJ-45 Ethernet jacks, RJ-11 telephone modem 

jacks, connectors between PCs and servers, etc.) are in proper working order 
12. Assist in preparing, maintaining, and upholding procedures for logging, reporting, and statistically 

monitoring desktop operations 
13. Prioritize and schedule problems. Escalate problems (when required) to the appropriately 

experienced technician 
14. Identify and learn appropriate software and hardware used and supported by the organization 
15. Perform hands-on fixes at the desktop level, including installing and upgrading software, 

installing hardware, and configuring systems and applications 
16. Test fixes to ensure problem has been adequately resolved 
17. Develop knowledge base articles for frequent problems, questions, and procedures 

 



 
Work Conditions 

• On-call availability for up to 14 days per month 
 

Physical Requirements: (Place an “X” in the column pertinent to your job duties) 
Never Occasional Frequent Constant 
0% 1-32% 33-66% 67% + 

 

Standing X  
Walking X 
Sitting  X 
Bending/Stooping X  
Reaching/Pushing/Pulling X  
Climbing X  
Driving X  
Lifting (50# max) X  
Carrying (25 feet) X  
Manual Dexterity Tasks  X 
(using telephone, computer, adding machines, copiers, printers, other office equipment, etc.) 
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