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IT Intern
Average of 20-25 hours per week, can vary.  Chosen Candidate will demonstrate reliability and willingness to learn.  Position could become more for the “right” candidate.  Candidate must be able to pass drug screen and background check, as well as complete an application and interview process.  Strong Customer Service orientation is imperative.
· Maintain User Desktops and Laptops 
· Maintain Windows Server and  Exchange Server

· Maintain inventory of hardware and software
· Distribute hardware based on need and or seniority

· Restore lost data/Back-up Data
· Maintain and Update Agency website using “Web In A Box”
· Move workspaces, computers, monitors, keyboards, mice, speakers

· Maintain Printers

· Troubleshoot printers

· Organize and develop databases

· Maintain network, router, switches, hub

· Train users on hardware and printers

· Train users on software and Microsoft Office 
· Maintain phone system

· Setup phones, extensions, and voicemail, manage Cisco Router
· Troubleshoot phone lines

· Track user printing

· Set up agency email addresses via Google Apps Sync
· Set up fax groups for fax machine

· Set up new employees in all systems 

· Train users on software 

· Make employee guides for software

· Assist with any other projects as requested

