
DEPARTMENT COMPUTER SUPPORT SPECIALIST, SENIOR 

Job Code Pay Grade 
11258 CL17 

 

Nature of Work 
This is administrative analytical work planning, performing, and coordinating computer support, computer 
technology, communications, and other technology most specific to the incumbent’s assigned department.  This 
class is allocated to multiple departments.  An employee in this class serves as a department expert and lead 
technician for computer support activities and information systems, conducts needs assessments and makes 
recommendations to management.  The incumbent serves as the department’s primary liaison on the 
department’s computer systems and with out of the department service providers and technology support contacts 
to ensure efficient and effective delivery of services.  Duties require a broad knowledge of the assigned 
department’s mission or operations, technical support, networking, systems, applications programming, and 
communications technologies.  The incumbent may serve as a team leader or supervisor.  The incumbent reports 
to a senior manager or supervisor. 
 
Minimum Qualification Requirements 
• 6 years professional experience in the analysis and management of an information systems network's 

administrative and operational requirements for computer operations related to a specific department or 
division; or 

• Associate’s degree with coursework in computer and information science, information technology (IT), 
business administration, or related field and 4 years professional experience as described above; or 

• Bachelor's degree and 2 years professional experience as described above; or 
• An equivalent combination of education, training, and/or experience. 
 
Appointing Authority May Also Require  
• Florida Driver's License or Florida Commercial Driver’s License and endorsement, if any. 
• Assignment to work a variety of work schedules including compulsory work periods in special, 

emergency, and/or disaster situations. 
• Candidate may be required to actually demonstrate or be formally certified in one or more specific IT 

functions. 
• Other highly desirable knowledge, skills, abilities, and credentials relevant to a position. 
 
• Illustrative Tasks (These are examples and are not all inclusive.) 
• Performs as expert or coordinator for automated computer and/or telecommunications support to a major 

department or program activity. 
• Analyzes information technology systems performance, develops budget requirements, evaluates and 

recommends department automation, applications, and other technological improvements. 
• Designs new systems, prepares technical and design specifications; identifies maintenance needs. 
• Prepares department documentation manuals and applications procedures; automation standards, 

guidelines, oversees receipt and setup of equipment, and installation of new or enhanced software. 
• Coordinates department programming, telecommunications, and training efforts; serves as liaison with 

other departments, vendors and consultants. 
• Researches and recommends procurement of hardware, software; monitors maintenance contracts and 

consultant services prior to authorizing payments and expenditure of departmental funds for various needs.  
• May serve as the Administrator for the Supervisory Control & Data Acquisition (SCADA) system. 
• Performs specialized department computer and information systems operations duties including control of 

database system enhancements, user systems security, tape libraries, system backup, transfer, shutdown 
procedures, archiving of data recovery, disk management and disaster recovery. 

• Troubleshoots computer and network communications, software and hardware problems; designs systems 
logic, debugs system program problems; and assists software vendors with problem resolution. 
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Illustrative Tasks (continued) 
• Analyzes and maintains digital telephone systems; conducts electronic communications traffic studies on 

the switches to maintain optimum network and system design and efficiency.  
• Establishes user categories and access limitations to system resources as well as trains users to operate 

department equipment and applications. 
• May assist or take lead in action to select, evaluate, train, and supervise employees. 
• May serve as the alternate to perform the duties of co-workers or more senior personnel as appropriate. 
•  Performs other duties as assigned. 
 
Knowledge, Skills, and Abilities 
• Knowledge of assigned department’s computer systems, operations, software, procedures, and functions. 
• Knowledge of office automation, statistical and word processing equipment. 
• Knowledge of data analysis and research techniques, methods, and processes. 
• Knowledge of telemetry systems, data communications, data acquisition, and process control.  
• Knowledge of management information systems, computer operations, and application software.  
• Knowledge of basic and commonly used programming languages. 
• Knowledge and ability to troubleshoot and resolve routine software, hardware, and network problems.  
• Knowledge of standard practices associated with telephone and data transport systems installations, 

modifications, maintenance, and repairs.  
• Knowledge of electronic CBX (public and private computer-controlled telephone switching system 

switching equipment). 
• Knowledge of electronic tie systems, electronic telephones, and keys equipment.  
• Knowledge of occupational hazards and appropriate safety precautions when servicing telephone 

equipment.  
• Knowledge of governmental purchasing, personnel, and budget practices and procedures. 
• Knowledge and ability to identify and resolve basic software, hardware, and network issues. 
• Skill in verbal and written communication, and interpretation of unclear instructions or information. 
• Skill in the use and care of standard tools, equipment, and testing devices of the telephone service trade. 
• Ability to establish and maintain effective working relationships with superiors and assigned employees. 
• Ability to organize and conduct basic training classes for non-technical users. 
• Ability to develop and update procedure and operational manuals. 
• Ability to perform technical computations, perform analyses; prepare reports, sort, and categorize data. 
• Ability to conduct tests, analyze results, identify, and correct errors in completing office or field work. 
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