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MINNESOTA VALLEY TRANSIT AUTHORITY 
Job Description 
 

 
JOB TITLE: IT Specialist     DEPARTMENT: Information Technology (IT) 
 

REPORTS TO: IT Manager    SUPERVISES: none  
 

POSITION GRADE NO.: 5     POSITION ASSIGNED POINTS: 401 
 

JOB DESCRIPTION REVISION DATE: January 2017 
 

FLSA STATUS: Exempt  
 
 
POSITION SUMMARY 
The IT Specialist has primary responsibilities for supporting, maintaining, and improving computer and network 
systems for Minnesota Valley Transit Station (MVTA). The IT Specialist will be accountable for hardware and software, 
personal computer and networking systems, data analysis, control of all information technology assets and general 
support of transit information systems, facility access, and surveillance systems. Transit software/equipment 
experience is not required; on-the-job training will be provided.  
 
The IT Specialist serves as the first point of contact for customers seeking technical assistance with peripheral devices, 
telecommunication and data communication equipment, to include: planning, developing, installing, configuring, 
maintaining, supporting, and optimizing all network, hardware, and communication connectivity and operation. This 
role also analyzes and resolves end user issues in a timely and accurate fashion; and provides end-user training and 
support where required. Periodic audits of the system need to be conducted as part of the job, as well as the 
application of patches and upgrades.  
 
The IT Specialist needs to have flexibility to cover after-hour events within the MVTA and on-call duties as assigned.  
 
JOB DUTIES AND ESSENTIAL FUNCTIONS 
The essential functions of this position include, but are not limited to the following:  
 
 Maintain, troubleshoot, diagnose, and repair computer hardware, software, peripherals, network systems, 

facility surveillance systems, training simulators, mobile devices, and other equipment.  
 Perform system management using tools such as Active Directory, Group Policy, PowerShell, and other agency 

tools. Provides technical assistance of standard and non-standard, critical, and specialized computers.  
 Provides support for transit business applications, real-time information systems, and other transit systems 

used to support transit operations.  
 Partners with regional transit service providers concerning shared systems, including: providing support for 

transit information systems, VPN connections, and Citrix software, and relevant Met Council applications.  
 Monitoring the Issue Tracking system with the IT Manager, including: researching issues, drafting responses, 

and monitoring the status.  
 Contributes to MVTA technical documentation and participates in policy, procedure, and standard 

development. Initiates and communicates critical changes in procedures, processes, or other critical support 
tools/systems to appropriate personnel. Creates and maintains documentation as required.  

 Assists IT Manager with work plans to balance areas with heavy workloads. Researches and evaluates 
hardware and software issues, reports results, and makes recommendations where applicable to IT Manager. 

 Ensures supervisor, customers, and co-workers are informed of critical issues and of any changes in the status 
of critical issues. Communicates system outages and critical downtime that may impact user availability of 
network resources. Contacts software/hardware vendors when appropriate to resolve system issues.  
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 Analyzes and reports computer network security breaches or attempts breaches. Identifies the causes of 
networking problems using diagnostic testing software and equipment.  

 Configures security settings or access permissions for departments or individual employees.  
 Consults with vendors, performs research, and evaluates products to assist in the selection and purchase of 

equipment, installation, and/or upgrade of IT network or Wi-Fi systems.  
 Ensure user accounts are valid and up-to-date and that all users accessing MVTA resources understand and 

are compliant with IT policies.  
 Maintains facility access systems and ensures authorized users have proper access to facilities. Maintains 

surveillance systems, including cameras to ensure availability.  
 Performs other duties as assigned or as apparent.  

 
This position may encounter not public data in the course of these duties. Any access to not public data should be 
strictly limited to accessing the data that is necessary to perform the duties. While data is being accessed, this position 
should take reasonable measures to ensure the not public data is not accessed by individuals without a work reason. 
Once the work reason to access the data is reasonably finished, this position must property store the not public data.  
 
MINIMUM QUALIFICATIONS 
To perform this position successfully, an individual must be able to perform each essential function satisfactorily. The 
requirements listed below are representative of the formal education, experience, training, and skills/abilities 
required.  
 
Education 
 Associates Degree with a focus in Information Technology (IT) or a related field 

 
Experience  
 Two (2) years of IT support experience  
 Transit software/equipment experience is not required; on-the-job training will be provided 

 
Training, Certificates, or Licenses 
 Possess a valid Driver’s License  

 
Skills and Abilities 
 Maintain a positive attitude 
 Be organized and efficient 
 Strong verbal and written communication skills 
 Ability to work independently, as well as part of a team 
 Prioritize tasks well  

 
DESIRED QUALIFICATIONS 
The qualifications listed below are representative of the formal education, experience, and training preferred in order 
to exceptionally perform all of the functions of this position.  
 
Education 
 Bachelor’s Degree with a focus in Information Technology (IT), IT administration, network administration, or a 

related field 
 
Experience 
 Five (5) years of IT support and administration experience 
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 Five (5) years of end user support, to include: MS Windows 7 and 10 OS, printers, IP phones, and 
miscellaneous equipment experience  

 Five (5) years of network monitoring, and troubleshooting experience  
 Experience with Active Directory and Microsoft Exchange  

 
Training, Certificates, and Licenses  
 Possess a Network+ (Plus) Certification  
 Possess an A+ (Plus) Certification  

 
COMPLEXITY 
The overall complexity of this position is moderately high. While performing the normal duties of this job; processes 
procedures, or software will vary from one assignment to the next. Assignments are related in function and objective.  
 
RESPONSIBILITY 
Supervision 
Limited supervision is provided while performing the normal duties of this job. The IT Specialist is expected to work 
with some independence and initiative, exercising judgement and decision-making in the diagnosis and resolution of 
computer hardware and software problems. This position exhibits no formal supervisory responsibilities, but may 
provide work direction or supervision to contract provider’s information technology staff, as a team lead or project 
lead.  
 
Impact 
While performing the normal duties of this job, this position’s work affects a wide range of professional projects 
and/or administrative activities of the organization, influences internal and/or external operations, and impacts many 
people.  
 
REQUIRED PHYSICAL ABILITIES AND WORK CONDITIONS 
The physical demands and work conditions described here are representative of those that must be met by an 
individual to successfully perform the essential functions of this job. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions.  
 
Hazards 
 While performing the duties of this job, this position may occasionally climb up to 20 steps, bend/stoop, kneel, 

crouch, squat, reach above shoulder level, lift or carry up to 10 pounds, feel, perform repetitive motions, and 
drive. This position may frequently sit, stand, walk, finger/enter data/keystroke, talk, and hear. 

 While performing the duties of this job, this position will use close vision, far vision, depth perception, visual 
acuteness, color vision, and peripheral vision.  

 While performing the duties of this job, this position will use their right and left hand for simple handling or 
grasping, firm handling or grasping, and fine handling or manipulation.  

 
Surroundings 
While performing the duties of this job, this position will experience exposure to inside environmental conditions, 
exposure to outside environmental conditions, and exposure to noise, dust, fumes, gases, chemicals, or oils requiting 
special mitigating precautions or protective gear.  
 
 
The above statements are intended to describe the general nature and level of work being performed by individuals 
employed in this job. They are not intended to be an exhaustive list of all duties and qualifications required of 
personnel in this job. The employer may and reserves its right to change the job description and establish, modify, or 
eliminate job duties and responsibilities, and jobs at its discretion with or without notice.  
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