
Desktop Support Specialist 
 
Position Summary 
The Desktop Support Specialist is required to provide quality support to IT users, employing a 
high degree of customer service, technical expertise, and timeliness.  This individual must be 
capable of maintaining Microsoft Windows PC’s/Laptops, Mac workstations, printers, MS 
Office applications, and peripherals.  Also responsible for assisting in the maintenance of the 
Bionostics Network Infrastructure (Microsoft Server OS, TCP/IP, Routers, Switches and Hubs). 
 
Key Responsibilities 

 Respond promptly to end-user support calls on all hardware, software and network issues 
 Provide proactive end-user support for access to business systems, including assigning 

client access privileges as determined by departmental managers 
 Support end users to ensure availability of PC and network resources 
 Utilize Helpdesk tools in order to keep current reports on activities 
 Proactively follow-up with all end users regarding open tickets and issues 
 Install, maintain and support PC software, hardware and peripherals running on the 

corporate domain 
 Maintain network operating system and applications to ensure performance and 

interoperability consistent with organizational needs. 
 Support network security protocols to ensure protection from various internal and 

external threats.  These threats may include computer viruses and/or Trojans. 
 Manage comprehensive, redundant daily backup processes to ensure the availability of 

data in the event of data loss.  
 Maintain and support network wiring and cabling and plan accordingly for future 

expansion.  
 Other tasks as assigned by the Manager, Information Technology 

 
Qualifications 

 Excellent customer service and interpersonal skills      
 Excellent organizational skills      
 Ability to resolve problems efficiently and effectively 
 Ability to recognize end-users competence levels, and approach each level 

appropriately 
 Ability to properly handle confidential information      
 Strong verbal  and written communications skills (technical and nontechnical) 
 Strong problem-solving skills 
 Ability to safely lift up to 50 pounds 
 Proficient with Microsoft Operating Systems 
 Proficient in PC hardware support 
 Familiarity with MacOS 
 Proficient in Microsoft Office applications 
 Firm understanding of TCP/IP networking concepts and practices 



 Proficient in network printer setup and configuration 
 Knowledge of HTML preferred 
 Relational Database and SQL knowledge preferred 
 Working knowledge of IP Telephony technology (Cisco software experience 

preferred)  
 1-3 years experience in IT support 
 BS/BA in Computer Science (Microsoft family or A+ certification(s) acceptable) 

   


