
INFORMATION SYSTEMS SPECIALIST
J OB DES C R IP T ION

J OB T IT LE:
Information Systems Specialist

C LAS S IF IC AT ION:
Professional

IMMED IATE S UP ER V IS OR : 
In formation S ystems Ma nager

P AY GR ADE:   130 DEP T: Finance S TATUS : FT    P T 

  EXEMP T NON-EX EMP T 
BAR G UN IT   NON -B A R G UN IT

JOB S UMMARY: R esp onsible, professional, tec hnical position providing support and training
to end-users, and maintenance with Village’s hardware and software voice, data, video, audio,
and network infrastructure communications systems.

S UPE RVIS ION E XE RCIS E D: none

E S S E NTIAL  DUT IE S AND RE S PONS IB IL IT IE S :

 Respond to end-user support requests, both in person and remotely, to troubleshoot problems 
and resolve simple and complex hardware and software issues.

 Assists in computer network development and administration to include, Windows Active 
Directory tasks, in-house/Cloud server backup, and network security audits.

 Installs specialized Village software applications which require mid-range computer network 
and/or Windows servers and personal computer interoperability knowledge.

 Contributes to development and implementation of Information Systems Strategic Plan goals
and objectives.   Work with departments to improve and implement systems that increase
productivity and quality of services delivered to Residents.

 P rovides  after-hours  an d  on-call  support  for  emergenc y  s ystem  problems  and  software
upgr ades.

 Document internal systems and procedures. Organize the information so it is easily 
accessible. 

 Perform other duties at the direction of the I.S. Manager and Finance Director.

DE S IRE D MINIMUM  QUAL IFICAT IONS :

Education and Ex perienc e:

 A minimum of two (2) ye ars of college edu cation in business, computer scien ce or closel y
rel ated field with five (5) ye ar s profession al level computer systems support experience in an
inte gr at ed environment.

 Or a  f o u r  (4) ye a r college d e g r e e  in business, computer science or closel y rel ated field
with three (3) ye a rs profession al level computer systems support experience in an inte gr at ed
environment.

 Any equivalent combination of education training and experience that provides the requisite
knowledge, skills and abilities for this job



Knowled ge, S kills and A bilities:

• Proficient in administration and support of Microsoft server and client software.  Active 
Directory, Exchange, Office Suite (Word, Excel, Outlook, PowerPoint, Publisher).  Work 
experience with iSeries SunGard Public Administration, RecTrac/WebTrac, ArcGIS, and 
AutoDesk applications a plus.

• High-level analytical  and  technical  skills  to  pursue  a  logical  line  of  inquiry  while 
troubleshooting problems.

• Establish and maintain effective working relationships with other departments, co-workers, 
consultants, contractors, elected officials, and Residents.

• Ability to communicate effectively orally and in writing.

S PE CIAL  R E QUIRE M E NT S :
Valid Florid a S tate drive r’s licens e or abilit y to o btain one b y the date of hire; No mo re th an
two (2) moving violatio ns within the last 12 month period; No more tha n six (6) violation points
on  your license  within the last 24 months.

PHYS ICAL  RE QUIRE ME NT S /WORKING C ONDIT IONS :
The  ph ysic al  demands  described  he re  a re  r epr esentative  of  those  that  must  be  met  b y  an
emplo ye e to successfu ll y p erfo rm the esse ntial functions of this job. R easonable
accommodations ma y b e made to enable indivi duals with disabilities to perform the ess ential
functions.

While performing the duties of this job, the employee is regularly required to stand, walk, sit, talk,
hear, and use hands to manipulate, handle, feel or operate objects, tools, or controls, and reach
with hands and arms.  The employee must regularly lift and/or move up to 10-30 pounds, and
occasionally lift and/or move up to 30-60 pounds of dead weight with knees extended and
bending from the waist down.  Specific vision abilities required by this job include close vision,
distant vision, color vision, peripheral vision, depth perception, and ability to adjust focus.  In
addition, the employee must be able to rotate the neck frequently, extend hands/arms overhead
frequently, and turn fully from a fixed stance.

T OOL S  & EQUIPME NT  US E D:
C omputers, PDAs, scanners, co piers, surveillance cameras, NVRs, monitors, printers, terminals,
cables, softw ar e and other  associated equipment.

E NVIRONME NT AL  CONDIT IONS :
The  work  environment  chara cteristics  describ ed  here  are  r epres entative  of  those  an  emplo yee
encounters while pe rfor ming the essential funct ions of this job.   R easonable accommodations
ma y  be  mad e  to  enable  individuals  with  disabilities  to  perform  the  essen tial  functions. 

While performing the duties of this job, the employee rarely works in outside weather conditions,
and is occasionally exposed to wet and/or humid conditions, toxic or caustic chemicals, such as
cleaning chemicals. The noise level in the work environment is generally quiet when in the office,
but may be moderately noisy on busy days.



S E L E CT ION GUIDE L INE S :
Formal  application,  ev aluation  of  educ ation,  training  and  ex perience ;  oral  intervi ew,
refe renc e and background che ck; job related tests ma y be requi re d. The Village of R o yal P alm
Beach  is  a  Drug Fre e W orkplace  and an E qual Opportunit y Emplo ye r.

The duties listed above are intended to serv e as an ex ample of the t ypi ca l functions pe rformed.
The y ar e not ex clusive or all-inclusive and will var y with assi gnments.

The job des cription doe s not constitute an emplo yment a gre ement b etw een the emplo yer and
emplo ye e, and is subje ct to chan ge b y the e mplo yer o r the ne eds of the emplo yer and
requirements of th e job c hange.
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