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FREE TO BE

JOB TITLE: IT Service Desk Specialist
EXEMPTION STATUS: Non-Exempt

JOB

CATEGORY: Technicians

BARGAINING UNIT: Non-Supervisor
GENERAL SUMMARY:

Under the general direction of the Library District's (District) IT Service Desk Manager, the
Service Desk Specialist provides first-line technical support to staff across the Las Vegas-Clark
County Library District. This role is responsible for resolving hardware, software, and network
issues efficiently, delivering high-quality customer service, and ensuring optimal functionality of
IT systems.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

1.
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Responds to service desk requests via phone, email, and ticketing system, providing
timely and accurate support.

Troubleshoots and resolves issues related to workstations, printers, applications, and
connectivity.

Documents support requests, resolutions, and technical procedures in the ticketing
system.

Assists with onboarding and support for new staff and technology rollouts.

Escalates complex issues to appropriate IT teams and follows up to ensure resolution.
Provides training and guidance to staff on standard IT procedures and best practices.
Maintains knowledge of current technology and participates in continuous learning.

Travels to provide support to any of our 25 locations throughout the Clark County Library
District.

Ensures District compliance with all federal, state, and local laws, regulations, codes,
and District Policies and Procedures.

10. Stays abreast of current and future trends in Information Technology, Library

Administration, and Public Administration, and makes recommendations regarding future
District Strategies and Planning.

11. Performs other duties as assigned.

CORE COMPETENCIES:

e Customer Service
e Public Service Ethics

e IT Service/Help Desk Administration
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KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:

e Education:
Required: Associate’s degree in Information Technology or related field.
Preferred: N/A
e Experience:
Required: Two (2) years of experience in an IT support or help desk role.
Preferred: N/A
e License or Certification:

Required: Possess, or have the ability to obtain, a valid Nevada Driver’s License at the
time of hire.

Preferred: Relevant information technology certifications (e.g., Comp TIA A+).

¢ Physical Demands: Work is primarily performed in an office setting. Ability to lift up to
10 pounds maximum, and occasionally lifting and/or carrying such articles as
computer/network equipment. Although work is performed in an office setting, a limited
amount of walking or standing is often necessary to carry out job duties. The role may
require after-hours availability for emergency response and critical maintenance.

ADDITIONAL KNOWLEDGE, SKILLS, & ABILITIES:

e Knowledge of AD, Windows OS, MacOS & iOS, Android, Microsoft 365 Suite, and IT
support tools.

o  Skill with troubleshooting IT technical issues.

o Ability to collect, organize, analyze, and interpret information to solve problems and
improve processes.

o Knowledge of backup and disaster recovery solutions, security protocols, and
performance monitoring tools.

e Ability to troubleshoot IT hardware.

e Ability to maintain effective interpersonal relationships.

o Ability to effectively communicate complex technical information to diverse audiences.
e Ability to multitask.

e Ability to travel as required.

DEVELOPED: July 7, 2025
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