
Position: Technical Coordinator  
 
Department: Academic Computing 
 
Reports to: Director of Support Services;  
 
Required Schedule: Flexibility in work hours is required to accommodate changes to class 
schedules, enrollment, staffing and other factors throughout the College’s academic year. The 
normal work schedule for this position is Monday through Thursday, 12:00pm to 8:00pm and 
Friday, 10:00am to 6:00pm. Additional overtime and weekend work hours will be required as 
needed.  
 
Job Summary: On a full-time basis, provides Help Desk technical support services to the St. 
Francis College Information Technology user community, including faculty, administrators, staff, 
students and guests. 
 
Duties and Responsibilities: 
 

 Perform hardware/software installation, troubleshooting and maintenance. 
 Assist with software and hardware issues.  
 Assist with use of multimedia equipment.  
 Repair and maintain the College’s Instructional Technology.  
 Identify and escalate persistent classroom issues to appropriate IT staff and provide 

interim solutions as necessary. 
 Escalate and contact support vendors as needed to ensure proper remediation of 

technical support issues.  
 Responsible for timely logging of resolution notes/tickets in the Help Desk/Asset 

Management system for both ongoing and remediated issues. 
 Assist in the supervision, scheduling, and training of student worker staff. 
 Assist in the scheduling and maintenance of the College’s academic technology spaces. 
 Liaison with the College’s office of Special Events for technology space and technology 

staff needs. 
 Ability to develop technical and business process documentation for the Help Desk 

support services.  
 Perform other duties as required by Help Desk management. 

 
Qualifications: 
 

 Associate’s Degree or above in an Information Technology related field; or, equivalent 
years’ of post-secondary education/training and related experience. 

 Good interpersonal communication and customer service skills are required.  
 Experience supporting technologies including, but not limited to, Windows and Mac PCs, 

printers, Android and IOS Devices. 
 Experience working with Windows, Mac OS X, MS Office Suites, Adobe Acrobat, Firefox, 

IE, Chrome, Safari, and other common desktop applications.  
 Familiarity with large PC deployment in a networked environment.  
 Ability to assess, analyze, resolve or escalate end user requests; excellent 

documentation and organizational skills is required. 



 Previous Help Desk/Asset management software and database experience.  
 Previous experience in audio visual equipment support is a preferred. 
 Familiarity with BMC Footprints is preferred. 
 Experience working in a higher education setting is preferred. 

 
Interested applicants can apply by clicking here. 
 
 

https://secure.jotformpro.com/sfcollege/TechAcad

