
  
 

COALINGA-HURON LIBRARY DISTRICT 
Job Description 

 

Information Technology Analyst (0.5 FTE) 
 

Position Summary 
 
The role of the Information Technology Analyst (ITA) is to provide a single point of contact 
for end users to receive support and maintenance with the District’s computer 
environment.  This includes installing, diagnosing, repairing, maintaining and upgrading all 
PC hardware and equipment to ensure optimal workstation performance.  The ITA will also 
troubleshoot problem areas in a timely and accurate fashion and provide end-user 
assistance where required. 
 

Knowledge, Skill and Ability 
 
Incumbents of this classification must possess:  a working knowledge of computer 
hardware and software, office automation systems and procedures, and teleprocessing 
network systems; good oral and written communication skills; initiative and good 
judgment; and the ability to establish and maintain effective working relationships. 
 
Knowledge of mobile reading devices including Kindle, iPads, iPhones, Android, etc. and 
proficient use of Microsoft Windows, Microsoft Office development software and Adobe are 
required.  Strong customer service and problem solving skills are also required; including 
the ability to provide diligent, prompt and courteous responses to users questions and PC 
issues. 
 
Ability to apply common sense understanding to carry out instructions furnished in 
written, oral or diagram form.  Ability to effectively handle problems involving several 
variables in standardized situations.   
 
Working Conditions 
 

A. Requires working weekends and/or evenings. 
B. Requires ability to use physical strength and agility on a continual basis; may 

include lifting objects weighing 25 pounds, may require stooping, bending, and 
climbing. 

C. Requires occasionally working near moving mechanical parts. 

 
Essential Job Functions 
 
Displays good communication skills during extensive public contact, promotes customer 
satisfaction through friendly, efficient service and resolves customer complaints effectively.  
Also is able to establish and maintain effective interpersonal relationships with staff. 



 
Duties and Responsibilities 
 

 Attend San Joaquin Valley Library System meetings.  
 Work with San Joaquin Valley Library System personnel. 
 Prepare user, operation system documentation according to pre-established 

standards. 
 Maintain, modify and enhance user application systems, and develop user help 

screens and scenarios. 
 Participate in the development of e-government and e-commerce applications. 
 Evaluate hardware and software requirements for proposed applications. 
 Manage small technical projects. 
 Evaluate, install, configure and audit security products for a variety of applications 

and/or operating systems. 
 Provide assistance to users during and after the conversion, implementation or 

installation of new systems. 
 Provide training and support to District staff. 
 Assist in making or verifying hardware and software inventory. 
 Assist in maintaining email system. 
 Assist at circulation desk. 

 
 

Minimum Qualifications 
 
Experience:  One (1) year work experience conducting individual and group computer 
instruction and/or training, or equivalent. 
 

OR 
 
Two (2) years’ work experience to that gained as a computer technician or equivalent. 
 
Substitution:  Possession of a valid certification from a technical institute in personal 
computers, networking, and/or programming may be substituted for the required 
experience. 
 

AND/OR 
 
Thirty (30) semester units of completed coursework from an accredited college or 
university that is acceptable within the United States’ accredited college or university may 
be substituted for the required experience.  Fifteen (15) of the required units must be in 
information technology. 
 
License 
Possession of a valid Class “C” California Driver’s License 
 
Board Approved 
Jan. 21.2014 
 
 
 


