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Job Description

 
Title: Technology Assistant, Part-time
 

Reports to: Director of Technology 

 

Job Duties:  The Technology Assistant serves as assistant to the Director of Technology to ensure that the organization’s computer network and telecommunications system function efficiently, including troubleshooting problems as they occur. Performs routine hardware maintenance and updates. Duties include working with outside IT and telecommunications consultants as necessary. Recommends purchases of computer hardware and software. Ensures that physical and electronic records of software and hardware are accurate. Supports CCOF’s Marketing Department with technical aspects of managing the CCOF website. Flexible hours will occasionally be required to work on computer issues before or after regular office hours and/or on weekends. 
 

Skills:  Applicants must have a wide range of administrative and communication skills as well as analytical skills.

· Basic technology troubleshooting skills to act as a Help Desk for home office and remote staff
· Excellent communication skills in person, on the phone, and in writing
· Superior computer skills in basic Microsoft Office programs, Windows XP, Dreamweaver
· Interpersonal skills to work with people with a wide range of technology skills
· Ability to logically solve problems with little supervision

· Extreme attention to detail
· Ability to multi-task in a fast-paced environment

· Willingness to work under pressure in a stressful environment

· Willingness to do whatever it takes to get the job done

 

Qualifications:  Applicants must be able to document work experience and/or training to demonstrate the skills needed for the job. The following qualifications are desired:

· Associate’s degree required; Bachelor’s degree in information systems or a related field preferred
· 2 years of experience troubleshooting a wired network setting 
· Experience troubleshooting MS Small Business Server, Windows XP
· Experience with HTML and website software
· Experience with Adobe design software
· Interest and/or work experience in sustainable agriculture desired
· Must be able to lift 40 lbs. from ground to waist
Compensation: Part-time to start.  Possibly full-time after six months.  Based on experience and skills. 
To apply: Submit resume and cover letter with salary history and needs by email to steve@ccof.org or fax to (831) 423-4528. Please ensure that your cover letter or resume documents your qualifications as listed above.
No phone calls, please. You will be contacted only if an interview is requested.
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