
 

 

JOB DESCRIPTION 

 

Job Title:  IT Support Specialist 
(Should live in Addison, TX or relocating to the area) 

Reports To: Acting-CIO 

Department: Information Systems 

GRADE: S08 

Job Code:  12059 

Print Date:  July 12, 2021 

 

  

Position Summary 
A primary aspect of this job is supporting the needs of end users.  The candidate must be able to work independently 

as well - in a collaborative, team-oriented, environment and provide professional, customer-based support in a 

manner that sustains employee productivity. 

 

Duties & Responsibilities 
Installs, configures, supports, and maintains hardware and software for personal computers, telephones, and related 

communications equipment in a Microsoft Windows network environment.  This includes a broad spectrum of 

software used in an engineer-to-order manufacturing environment such as Microsoft Office, Outlook, Lotus Notes, 

Adobe Acrobat, Autocad, Solidworks, Promise, Algor, DNCPro, Gbbs CAM, various families of support software 

for PLCs, etc.  Assists LAN administrator with administration functions. 

 

 

Education/Experience/Skills 
● Associate degree in computer science/computer networking or equivalent experience required. 

● Two or more years’ experience is preferred.  Certifications are desirable. 

● Knowledge of current network and PC technology is required. 

● Must be able to work independently. 

● Experience working in a collaborative, team-oriented environment is preferred. 

● Strong interpersonal skills are needed. 

● Good written or oral communication skills are necessary. 

● Customer-service orientation is needed.  Must be able to respect confidentiality and maintain courtesy. 

 

Freedom to Act 
Work is performed more or less independently within standardized practices and procedures and general work 

instructions. 

 

Working Conditions 
Conditions associated with installing and repairing computer and communications hardware and cabling.  Lifting, 

moving, bending, kneeling, and crawling are associated with these activities. 

Frequent walking is required.  Occasional working for extended period of time or times other than normal working 

hours.  

 

 

 

 

 

 

 

 

 

 



 

 

Disclaimer 
This document describes the minimum, essential duties, responsibilities, knowledge, skills, abilities, effort, and 

working conditions of a job.   In no way, it states or implies that these are the only functions to be performed by the 

incumbent.  Workers must follow any other job-related instructions and to perform any other job-related functions 

requested by a supervisor or manager.  Successful performance requires that the incumbent possess and utilize the 

abilities and skills described to perform proficiently.  This document does not create or imply an employment 

contract other than an "at-will" relationship. 

 

All functions and abilities may be subject to reasonable modification to accommodate individuals with 

disabilities.  Some functions may exclude individuals who pose a direct threat or significant risk to the health and 

safety of themselves and others. 
 

EEO (Equal Employment Opportunity) Statement 
Forney Corporation is an equal opportunity employer and participates in E-Verify. As part of the Graham Holdings 

Companies, Forney Corporation takes pride in maintaining a diverse environment and our policies are not to 

discriminate in recruitment, hiring, training, promotion or other employment practices for reasons of race, color, 

religion, gender, national origin, age, sexual orientation, marital or veteran status, disability, or any other legally 

protected status. Forney Corporation is also committed to working with and providing reasonable accommodation to 

individuals with disabilities. If, because of a medical condition or disability, you need a reasonable accommodation 

for any part of the application process, or in order to perform the essential functions of a position, please send an e-

mail to dee.brown@forneycorp.com or call me at 972-458-6183 and let me know the nature of your request and 

your contact information.  
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