
NORTH COUNTRY COMMUNITY COLLEGE 
23 Santanoni Avenue 

Saranac Lake, New York   12983 
  

POSITION DESCRIPTION 
TECHNOLOGY SUPPORT SPECIALIST 

 
Job Title:     Technology Support Specialist 
Job Status:    Full-time / NCCCAP 221 Appointment 
Department:     Information Technology 
Immediate Supervisor: Assistant Dean Institutional Research and Information Technology 
Area Supervisor:    President 
     
GENERAL STATEMENT OF DUTIES:  Working closely with the Assistant Dean IR/IT, Academic Technology 
Coordinator and Help Desk Staff will be responsible for implementing, providing and improving technology 
support for faculty, staff and students at all College locations.  Duties include but are not limited to 
providing direct tier-two support for faculty, staff and students.  Will also coordinate College wide student 
technology support and new student technology onboarding/orientation initiatives. 
 
EXAMPLES OF DUTIES:  

1. Coordinate student technology support and onboarding/orientation within the Information 
Technology Department. 
 

2. Provide routine tier-two support for faculty, staff and students on all College software systems 
including the online learning environment. 
 

3. Support other staff members in the ‘User Support Team’ based on daily users support needs 
received from faculty, staff and students. 
 

4. Develop, implement, improve and deploy student onboarding/orientation materials. 
 

5. Maintain working knowledge of all College’s computer systems including the ability to provide tier-
two support for all users on all systems. 
 

6. Maintain working knowledge of all available hardware devices and operating systems (Windows, 
Mac, mobile device OS) including the ability to provide tier-two support for all users on all systems. 
 

7. Work with internal and external user groups to promote improvements in technology user support 
including developing/providing user training. 
 

8. Provide onsite technology support for faculty, staff, and students at all of the college’s branch 
campus locations, satellite sites, and residence hall facilities as needed. 
 

9. Assist the Assistant Dean IR/IT, Academic Technology Coordinate and Help Desk Staff with 
monitoring and supporting daily IT operations as needed. 
 



10. Troubleshoot complex IT support requests and situations as needed based on an escalation of 
request from other employees within the IT Department or the Assistant Dean IR/IT. 
 

11. Keep up to date with emerging instructional technology including attending technology conferences 
and training sessions. 
 

12. Other duties as assigned and appropriate for position. 

 
MINIMUM QUALIFICATIONS: 

1. Bachelor’s degree focusing on InformationTechnology or related field and prior experience in an 
information technology / user support setting. 
 

2. Experience supporting technology users (faculty, staff and students). 
 

3. Excellent communication skills and ability to work in a team environment. 
 

4. Ability to work independently with minimal supervision. 
 

5. Ability to assess complex problems and prioritize tasks as needed. 
 

6. Ability to work occasionally off hours and travel when necessary. 
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