
  

 

  
 

Telecommunications System Technician                                   IT/1 
Information Technology 

 
JOB SUMMARY 

 
This position is responsible for implementing the city’s information technology and telecommunications functions as directed 
by the Finance Director. 
 

MAJOR DUTIES 
 

 Provides email, internet, software and hardware support for city employees and customers. 

 Provides support for the city's network infrastructure. 

 Installs routers, media converters, and other necessary equipment to provide internet services. 

 Installs, relocates, repairs, or initiates repair of all data communications equipment; traces down existing cable and installs 
new cable as required; makes port changes at the edge switch and/or makes configurations changes at the PBX. 

 Maintains an inventory of all telephone and data equipment; troubleshoots problems and repairs or initiates repair orders 
on fiber optic lines, city computers, and other equipment as directed; will be responsible for the troubleshooting the City’s 
VoIP Phone System once installed. 

 Splices fiber for new customers and repairs damaged fibers. 

 Installs, maintains, and troubleshoots telecommunications transport equipment over Fiber and Ethernet for SCADA 
System; initiates repair orders and performs repairs as needed.  Works with other departments to coordinate installs and 
troubleshooting as required. 

 Troubleshoots hardware, software and network operating systems. 

 Uses test meters and other electronic devices to locate malfunctioning electronic components by use of test equipment, 
tech manuals, and schematic diagrams 

 Provides network access and email services for city employees; provides network accounts and passwords. 

 Installs computer hardware and peripheral equipment. 

 Loads all required software. 

 Researches and provides recommendations for information technology upgrades and replacements. 

 Maintains current inventory of hardware, software and other related resources. 

 Inputs and maintains IP addresses. 

 Identifies and prepares hardware for disposal. 

 Reads/interprets blueprints and construction drawings 

 Performs network troubleshooting including ping test, trace routes and speed test. 

 Advises staff of security issues and makes recommendations to resolve problems. 

 Performs related duties. 
 

KNOWLEDGE REQUIRED BY THE POSITION 
 

 Knowledge of computer hardware and software. (Familiar with MS Office, Visio, Google Earth Pro, and others as directed) 

 Knowledge of network and computer security principles. 

 Utilizes precautionary work methods and safety equipment to ensure safety of work crews and the public. Familiarity with 
NEC  

 Knowledge of business application principles. 

 Knowledge of information technology installation, maintenance, and repair principles. 

 Knowledge of budget management principles. 

 Skill in the analysis of problems and the development and implementation of solutions. 
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 Skill in the preparation of clear and precise administrative reports. 

 Skill in oral and written communication. 
 

SUPERVISORY CONTROLS 
 

The City Finance Officer assigns work in terms of department goals and objectives. The supervisors review work through 
conferences, reports, and observation of department activities. 

 
GUIDELINES 

 
Guidelines include city policies and procedures and manufacturer installation, operation, maintenance and repair manuals. 
These guidelines require judgment, selection and interpretation in application.  
 

COMPLEXITY/SCOPE OF WORK 
 

 The work consists of varied duties in directing the city’s information technology functions. Frequent upgrades and 
changes to industry standards contribute to the complexity of the position. 

 The purpose of this position is to implement and support the daily operations and maintenance of the city’s information 
technology and telecommunications systems. Success in this position contributes to the efficiency and effectiveness of 
all city government operations. 
 

CONTACTS 
  

 Contacts are typically with department heads, other city employees, vendors, and members of the general public. 

 Contacts are typically to provide services; to give or exchange information; to resolve problems; or to justify, defend or 
negotiate matters. 

 
PHYSICAL DEMANDS/ WORK ENVIRONMENT 

 

 The work is typically performed while sitting at a desk or table or while intermittently sitting, standing, stooping, walking, 
bending or crouching. The employee occasionally lifts light and heavy objects, uses tools or equipment requiring a high 
degree of dexterity, and distinguishes between shades of color. 

 The work is typically performed in an office, computer room or outdoors, occasionally in cold or inclement weather. The 
employee may be exposed to noise, dust, dirt, grease, and machinery with moving parts.  

 
SUPERVISORY AND MANAGEMENT RESPONSIBILITY 

 
None. 

 
MINIMUM QUALIFICATIONS 

 

 Knowledge and level of competency commonly associated with the completion of an associate’s degree in a course of 
study related to the occupational field. 

 Ability to present technical information to a non-technical audience. 

 Ability to work independently. 

 Ability to accurately measure distances using tapes and other measuring devices. 

 Ability to use assigned test equipment including but not limited to signal level meter (SLM), volt OHM meter, 
underground locator and OTDR. 

 Ability to accurately maintain records, logs, reports, work orders, etc. 

 Ability to operate office equipment, fax, copier, etc. 

 Ability to handle escalations and time-critical issues. 

 Ability to read street maps. 

 Ability to work after normal business hours, weekends, and holidays in the event of a natural disaster, power outages, 
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down power lines, fiber optic lines, trees, etc. or any distribution of service to City customers; during periods of severe 
weather, required to notify immediate supervisor for any instructions. 

 Experience sufficient to thoroughly understand the work to be able to answer questions and resolve problems, usually 
associated with one to three years’ experience or service 

 Possession of or ability to readily obtain a valid driver’s license issued by the State of Georgia for the type of vehicle or 
equipment operated. 

 

 


