
IT Support Associate 
Division of Public Safety 

UA5753 
 

DUTIES AND RESPONSIBILITIES 
 

1. Assist the Information Technology Supervisor with his/her duties. 
2. Setup, installation and repair of Windows based Workstations, Laptops and Servers. 
3. Provide support and training to staff on the standard installed software including Windows OS, 

Apple OSX, Microsoft Office including Lync, databases and imaging. 
4. Provide Support and Training to staff using proprietary Law Enforcement software. 
5. Setup, install and support the Secure Mobile Data Computers used in the Division’s Police Vehicles. 
6. Configure and support the Panasonic Arbitrator Police in-car camera systems including the 

servers, in- car systems, wireless network, user accounts and permissions. 
7. Configure and support specialized police equipment installed in squad cars. 
8. Perform routine tasks such as backups, software updates, and new software installations. 
9. Work with staff to investigate new systems and software to be used by the department 

including specialized law enforcement needs and prepare recommendations for review. 
10. Design, implement, and maintain networking equipment within both wired and wireless network. 
11. Install configure and support networking routers, firewalls, and wireless access points. 
12. Maintain documentation as required for hardware systems, software, user access and permissions. 
13. Perform other duties as assigned. 

 
 

PREFERRED KNOWLEDGE 
 

A. Working knowledge of Microsoft operating systems, past and current versions. 
B. Working knowledge of Microsoft Windows Server operating systems. 
C. Ability to research, install, train and support future operating systems. 
D. Working knowledge of 10/100/1000 Base T Ethernet and wireless networks. 
E. Working knowledge of networking devices and the function within both wired and wireless 

networks. 
F. Knowledge and ability to service and support Division’s computer hardware and printing 

equipment including specialized law enforcement systems. 
G. Knowledge to install, update, train, and support multiple PC software packages. 
H. Writing ability and knowledge of written and verbal communications. 
I. Basic knowledge of current law enforcement, criminal justice organizations, and operations. 
J. Basic knowledge of current Criminal Justice Information Services (CJIS) Security Policy as it 

pertains to the department. 
K. Basic knowledge of University structure, organization and administration. 


