STATE OF NEBRASKA
CLASS CODE:
M03211
CLASS SPECIFICATION
SALARY GRADE:
208

EST: 10/92 - REV: 05/02
OVERTIME STATUS:
N
OFFICE SERVICES TECHNICIAN

DESCRIPTION:  Under general supervision, maintains inventory of agency communications systems equipment, communications systems users, and mainframe computer terminals, performs preventive maintenance and repair on computer mainframe terminals and communication systems equipment; coordinates communications equipment and mainframe terminal repair with outside service technicians; coordinates communication systems and mainframe terminal moves; coordinates use of and sets up teleconference video and data projector equipment; enforces motor pool and TSB rules and regulations, coordinates agency motor pool; performs related work as assigned.

EXAMPLES OF WORK:  (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned.)

Coordinates the installation and/or relocation of communications equipment to include telephones, speakers, headsets, TV cable lines.

Troubleshoots and diagnoses communications equipment problems and coordinates repairs with outside service technicians.

Coordinates communications billings, resolving discrepancies and researching expenses.

Maintains inventory records for communications equipment.

Provides training to agency staff on use of communications equipment.

Orders communications equipment and supplies for installations and maintains inventory.

Maintains inventory records for mainframe computer equipment.

Coordinates agency vehicle use to include assignment of agency motor pool vehicles, maintenance of service records, scheduling of vehicle repairs and service, verification of travel logs for Transportation Service Bureau vehicles, and ensuring that all motor pool and TSB rules and regulations are followed.

Installs and relocates all agency mainframe terminals.

Participates in researching new office equipment, motor vehicles, communications equipment for possible acquisition.

Coordinates use of and sets up various equipment for presentations and video teleconferences.

FULL PERFORMANCE KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (These may be acquired on the job and are needed to perform the work assigned.)

Knowledge of:  state accounting and purchasing procedures; DAS/Transportation Services Bureau rules and regulations.

Ability to:  delegate and coordinate the work of others; present information to others.

OFFICE SERVICES TECHNICIAN  (continued)

ENTRY KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (Applicants will be screened for possession of these through written, oral, performance, and/or other evaluations.)

Knowledge of:  equipment inventory control; functions and operating procedures for various communications, audio-visual, and computer equipment; preventive maintenance and minor repair of office and communications equipment.

Ability to:  communicate effectively; operate various communications, audio-visual, and computer equipment; transport equipment of weights up to 75 pounds.

JOB PREPARATION GUIDELINES:  (Entry knowledge, abilities, and/or skills may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)

Sufficient education and experience in inventory control; records maintenance; operating and troubleshooting repairs of various communications, audio-visual, office and computer equipment.

