
 
Date posted: August 4, 2016  

City of St. Charles 
Employment Opportunity 

PC and Network Specialist 
Information Systems Department 

Full-Time 
Job Description 
This hands on position is responsible for maintaining the proper functioning of the City's technology 
resources, including LAN hardware and software, microcomputers and peripherals, telephony hardware 
and software, and audio/visual equipment, including direct user support, installation and upgrades, routine 
purchases, research, and keeping an accurate inventory.  This position is the lead for coverage and 
problem resolution for the Help Desk.   
 
This position is responsible for providing first line support by monitoring and processing requests for 
service from the Help Desk line and from other sources.  Properly categorize, prioritize, track time and 
communicate status with customers.  Research, evaluate, purchase, and install new hardware and 
software.  Maintains inventory of PC related equipment and software and ensures compliance with 
software licensing requirements.  Provide day-to-day administration of wide and local area networks, 
including maintenance of security, monitoring of system logs and automated processes, such as scheduled 
backups. Research, evaluate, purchase, and install new microcomputer hardware and software to fulfill 
user requirements and in accordance with standards established by the Information Systems Department. 
Maintain support documentation and provide end user training as needed.   
 
Requirements 
Applicants must possess an Associate’s degree in business, computer science, or a closely related field.  
The position requires a minimum of three (3) years of experience in end user support with the ability to 
analyze and apply technical knowledge to practical use in designing hardware/software specifications for 
a variety of applications and to develop solutions and make recommendations, adapt to changing 
priorities and to work under pressure when circumstances dictate.  Possession of a Cisco CCNA and 
Microsoft MCSA certification, or the interest and ability to obtain them, is also required.  Must possess 
the ability to take initiative, and exercise professional, independent judgment to plan work, formulate 
recommendations, and make sound decisions. Exceptional oral and written communication skills to build 
rapport with co-workers, contractors, management, and elected officials are essential.  
 
Applicants must be able and willing to respond to emergency calls twenty-four (24) hours a day, seven (7) 
days a week, and carry a wireless communications device. This position also requires a valid drivers’ 
license.  If selected, successful completion of a thorough background check, physical, functional capacity 
evaluation, and drug screen are required.  Applicants must have the ability to lift up to 40 lbs., with or without 
a reasonable accommodation. 
 
Salary 
Starting pay will be commensurate with experience.  Excellent benefit package provided.   
 
Apply on line at www.stcharlesil.gov/jobs no later than August 26, 2016   
Please thoroughly complete the employment application, including salary history.  Resumes should be 
attached in the on-line application.  Any additional documents may be sent to hr@stcharlesil.gov. If you are 
unable to apply online, or for other assistance, please contact 630-377-4446.   
 

The City of St. Charles is an Equal Opportunity Employer.  

http://www.stcharlesil.gov/
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