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You are reading cur New Jersey Department of Persennel Job Descriptions used to describe groups of jobs with similar
characteristics. This is not a Job Vacancy Announcement,

lab Specification 37605

COMPUTER SERVICE TECHNICIAN

DEFINITION

Under direction repairs, services, and maintains computer system
equipment and refated peripheral devices; does related work as
required.

NOTE: The examples of work for this title are for illustrative
purposes only. A particular position using this title may not perform
all duties listed in this job specificatlon. Conversely, all duties
performed on the job may not be listed.

EXAMPLES OF WORK:

Diagnoses, troubleshoots, and repairs microprocessor systems, related
peripheral devices, and telecomrmunications hardware including digital
controllers.

Diagnoses, troubleshoots, and repairs telecommunications hardware
attached to minicomputers and/or mainframe computer based systems
including key systems, communication controllers, circuit and board
components, printers, modems, cables, terminals, connectors, and disk
drives.

Diagnoses, troubieshoots, and effects repairs on all personal

computers and communications and peripheral equipment including memory
boards, disk controllers, monitors, personal computer tape devices,

hard disks, floppy disks, power supplies, electronic switches,

muliiplexers, modems, digital controilers, terminals, printers,

cables, and connectors.

Assembles and/or configures and tests microprocessors, minicomputers,
and/or mainframe computer based systems according to user and/or
application requirements, and tests prior to their release to field
locations for installation.

Repairs electronic analeg or digital computers and peripheral
equipment, following schematics, diagrams, and handbook instructions.

Inserts test programs and data in computer, and moenitors processing
from maintenance or operator's control panel, comparing system
performance and putput to predetermined standards to analyze cause of
machine error or stoppage.

Operates oy observes computer and peripheral equipment dusing system
and trouble localization tests to locate defective circuits and
isolate faulty units.

Tests suspect circuits, modules, and components using oscilloscope and
other instruments to diagnose defects.

Solders faulty connections and adjusts, repairs, or replaces defective

electronic, electromechanical, or mechanical components according to ( Lﬁ :1

service manuals, schematics, and diagrams.



Performs preventive maintenance duties such as cleaning unit, mass
replacing of transisters, tubes, or electronic components, and testing
circuitry by simulating extreme operating conditions to locate and
replace marginal components.

Checks new devices and/or systems for compliance with contreller
spedifications.

Prepares regular, accurate, and informative reports relative to the
operation and maintenance of microprocessor, minicomputer, and/or
mainframe computer based systems and telecommunications hardware.

Instructs others in the proper field operation of assigned systems.

Maintains a library of manufacturers’ cataiogues, operating
instructions, and repair manuals for all equipment and provides
updates with latest vendor technical newsletter releases as required,

Reviews trouble data reports of equipment failures, completes analysis
of failure, and effects repairs as required.

Prepares schematic wiring diagrams of auxiliary controller circuitry
for special controller sequences and campus wiring configuration for
either voice or data applications including Jocal area networks.

Treubleshoots telecommunications lines including in-house cable, lease
lines, and digital circuits for ali remote or focal terminals and
telecommunications hardware including those peripheral devices

attached to a microprocessor, minicomputer, and/or mainframe computer
based systems.

Maintains an inventory of frequently needed parts and supplies.

Prepares paperwork to order new parts, supplies, and equipment as
required.

Determines whether sources of difficulty are hardware or software
related and refers software problemns to the appropriate area of
responsibility.

Fabricates all types of computer cable for field or centrai sites as
reqguired.

May install all communication and peripheral computer equipment, lay
cables and hook up electrical connections..

Will be reguired to learn to utilize various types of electronic
and/or manual recerding and computerized information systems used by
the agency, office, or related units.

REQUIREMENTS:
EXPERIENCE:

Two (2) years of experience in the maintenance and/or
repair of an electronic computer and various peripheral equipment
including communication lines and related equipment or, experience in
a data or voice communications eguipment environment Invelving
troublesheoting and diagnoses of hardware/software problems and
electronic equipment installations or, problem identification, repair,
and resolution of telecommunications hardware/software malfunctions.

NOTE: An Associates degree for an accredited college or
university in Computer Science, Data Processing, Computer Service
Technelogy, Electronics or Electronic Engineering Technology,
Electronics and Computer Technology may be substituted for the above
experience requirement. Applicants baving a higher level degree in
these fields are considered to have met the above experience
requirement.

NOTE: A certificate from an accredited vocational, trade,
technical school or fram the military service showing successful
completion of a formal training program in the maintenance and repair
of electronic and/or computer equipment may be substituted for the
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above experience requirement.
LICENSE:

Appointees will be reguired to possess a driver's license
valid in New Jersey only if the operation of a vehicle, rather than
employee mobility, is necessary to perform the essential duties of the
position.

KNOWLEDGE AND ABILITIES:

Knowledge of electronic circuitry, theory, and practice of solid state
circuitry as applied to microcomputers.

Knowledge of data/voice telecommunications protocols and associated
wiring.

Knowledge of VOLT/OHM meters, break-out boxes, and cable testers as
applied to data and veice communications equipment.

Knowiedge of tools and test equipment including oscilloscope, curve
tracer, togic analyzer, digital multimeters, EIA testers, system data
scope, and data testers used to isclate and repair matfunctions in
electronic and digital circuitry inciuding micreprocessors,
microcomputers, and peripheral equipment.

Knowledge of manufacturers' diagnostic programs used to isclate and
repair malfurictions in microcomputers and microcomputer components.

Kncwledge of the installation methods and techniques used to fabricate
and install microcomputers, microcomputer components, voice systems,
and peripheral eguipment.

Knowledge of cable fabrication techniques.

Ability to use technical manuals as for the configuration of terminafl
controflers, data and voice communications error conditions, and
microcomputer malfunctions and error conditions, terminals, printers,
modems, multiplexers and all other communications and peripheral
eguipment.

Ability to effectively interact with system users and vendors.

Ability to read electrical/building/construction blueprints to make
recommendations concerning the placement of conduits and/for
communications cable installations.

Ability to read and analyze complex schematic diagrams and logic
diagrams.

Ability to use sophisticated testing equipment incfuding digital
multimeters, EIA testers, systern datascope, data testers and break-out
boxes,

Ahility to learn the use of a protocol analyzer for diagnosing data
communications errors as required,

Ability to use electric and hand tools required for the maintenance
and repair of computer system and peripheral equipment.

Ability to comprehend functions or computer and peripherat equipment
circuitry and components, to understand various number systems in
which different cormnputers operate, to interpret test panel lights, and
to calibrate and operate test instruments.

Ability fo prepare reports.

Ability to maintain records,' reports, and files.

Ability to tearn to utilize various types of electronic and/or manual
recording and information systems used by the agency, office, or
related units.

Ability to read, write, speak, understand, or communicate in English



sufficiently to perform the duties of this position. Ametrican Sign
Language or Braille may also be considered as acceptable forms of
communicatian.

Persons with mental or physical disabilities are eligible as long as

" they can perform the essential functlons of the job afier reasonable
accommodation is made to their known limitations. If the accommodation
cannot be made because it would cause the employer undue hasdship,
such persons may not be eligible.

CODES: LG - 07605 MCK 6/23/03

This job specification is for local government use only.

Copyright & Siate of Naw Jersgy |, 1896
Department of Pars
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§ 19-1.

A,

CHAPTER 1%
ADVISORY BOARDS, COMMITTEES AND COMMISSIONS

Establishment of and manner of appointment {o advisory boards,
committees and commissions.

Commission for the Disabled. There is hereby created the Commission for the

Disabled, which shall sexrve for the purpose of advising the Mayor and Township
Council and recommending policies and programs in all matters related to the best
interests of all disabled persons within the township

Economic Development Advisory Committee. The Economic Development
Advisory Committee shall assist and advise the Mayor and Township Council in
implementing a program of economic development that is designed to encourage
susiained and selective economic growth for the Township, with particular
emphasis uwpon an enlightened and responsible program to create clean
commercial and industmnal development in locations within the Township that are
consistent with the Master Plan and Land Use Regulations of the Township. The
Economic Development Advisery Committee shall consist of seven (7) members.
The Compmnittee shall consist of one member of the Township Council or its
designee; the Mayor or his or her designee; the Business Administrator, the
Township Engineer or designee. The Mayor and Township Council shall appoint
the remaining members of the Commitice, whom shall include a resident of the

Township of Jackson. a commissioner or employee of the Jackson Township

Mounicipal Utilities Authority (MUA), one member of the Planning Board, and an
employee of the Department of Commumify Development and Enforcement,
preferably from within the Division of Economic Development.

Inforrnation Technology and Telecommunications Advisory Board. There is
hereby created an Information Techneology and Telecommunications Advisory
Board, which shall conduct research and make recommendations to the Mayor
and Township Council as to advancements in computer hardware and software,
servers, networking, and other computer-related systems. The Board shall consist
of the number of members deemed advisable by Mayor and the members shall be
appointed by the Mayor.

Pathfinders. There is hereby created Pathfinders, an -advisory board which
promofes nature walks, borse frails, appreciation of nature and creation of paths
and walkways within the Township. Pathfinders shall consist of the number of
members deemed advisable by the Township Council and the members shall be
appointed by the Township Council. Members of Pathfinders shall be chosen
from members of the community, and shall inciude a designee of the Mayor and a
designee of the Township Council.
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You are reading our New Jersey Departiment of Personnel Job Descriptions used to describe groups of jobs with similar
characteristics. This is not a Job Vacancy Announcement.

Inab Specification 07419

SECRETARY, BOARD /COMMISSION

DEFINITION

Under direction, serves as the principal aide or assistant
and performs complex clerical and confidential secretarial
support duties related to the work of a board, commission,
cornmittee, advisory council, or similar body; does related work
as required.

NOTE: The definition and examples of work for this titie are for
ilhustrative purposes only. A particular position using this
tike may not perform all duties listed in this job
specification, Conversely, all duties performed on the job may
not be listed.

EXAMPLES OF WORK:

Prepares for meetings by making arrangements for time,
participants, location of meetings, distribution of copies of
agendas, and the assembly of background material for agenda items
to notify participants of the business and topics to be discussed
at meetings.

Coordinates exchange of information between board members,
staff, and applicants by selecting and organizing forms,
documents, and presentation of written information to assist
applicants with their requests or guestions.

Wiites summary of pertinent information from minutes of
meeting by extracting relevant and important information and
writing summary easily readable by others to preserve information
and promote information exchanges between persons needing the
information.

On own initiative, follows up on results of meetings by
notifying applicants or others of actions taken by beard members
by contacting applicants by phone or jetter to inform them of
official action taken or determination made.

From general instructions and delegated authority or on
one's own initiative, composes correspondence by answering
questions pertaining to procedures for filing and complying with
regulatory requirements for conducting business with a government
body or representatives (for example, permits and approvals,
presentation of documents, fee requirements) to relieve board and
other staff members of the more routine office activities.
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