
  

  

 
 

Pittsburgh Theological Seminary 
Network Technician – Part-Time 
Position Description 
 

   
INSTITUTIONAL OVERVIEW: 
Pittsburgh Theological Seminary is a graduate school affiliated with the Presbyterian 
Church (USA) having roots dating back to 1794. Additional information about the Seminary 
is available online at www.pts.edu. 

 

POSITION SUMMARY: 

Support both the internal and external computer networks of the Seminary; provide end user support; and 

participate in various IT projects as necessary while performing the essential duties and responsibilities as 

described.   

ESSENTIAL DUTIES AND RESPONSIBILITIES: 

 As part of the IT team, provide front line help desk support to the Seminary. 

 Provide technical training to other staff regarding the network systems and software.  

 Maintain all printing systems via repair, outside vendors, and preventative maintenance. 

 Provide A/V (Audio Visual) support to community by delivering, advising, and setting up equipment as 
required. 

 Provide or assist in maintenance of network infrastructure. 

 Provide or assist in the maintenance of network wiring and fiber optic plant. 

 Install and maintain all operating system software and upgrades, service packs, and application software.  

 As part of the IT team, make technical recommendations as a result of working directly with department 
directors, managers, staff, and vendors to determine what network services are needed and how they can 
best be delivered. 

 Interact with vendors, outsourcers, and contractors to implement products and services. 

 As part of the IT team, participate in various projects and initiatives involving technology.  
 

This is a part-time (up to 975 hours per year), non-exempt position under the Fair Labor Standards Act. 

 

EDUCATION/TRAINING/EXPERIENCE: 

 Experience, training, or education in all technical areas is not required as on the job training and/or 
mentoring will be offered. 

 An understanding of technology in higher education and an associated vision. 

 Experience with Learning Management Systems (LMS). 

 An understanding of A/V technology (projectors, cables, microphones, speakers, etc.) 

 A commitment to promoting and maintaining a collaborative customer service focused environment. 

 Ability to maintain confidential and positive working relationships with administration, faculty, staff, 
students, vendors, and the general public. 

 Experience in providing help desk services and customer support. 

 Should have experience with Microsoft Windows Server, TCP/IP, anti-virus/anti-spam software, backup 
software, Microsoft Windows, Microsoft Office. 

 Experience installing/configuring computer peripherals, and components (for example, hard disks, printers, 
or network cards).  

 Experience with wireless communications and interfacing with network systems.  

 Experience with multi-vendor mobile phone, PDA, and tablet platforms (Apple, Android, Windows Mobile). 

 
WORK ENVIRONMENT: 

 Typical office 

 Work schedule is flexible as to provide maximum flexibility to both the employee and the Seminary and 
therefore may require evening and weekend hours. 
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 Sitting for extended periods of time while working with computer systems; dexterity of hands and fingers to 
operate a computer keyboard; reaching overhead, above the shoulders and horizontally, bending at the 
waist and stooping, kneeling or crouching; hearing and speaking to exchange information in person or on 
the telephone.  

 Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral 
vision, depth perception and ability to adjust focus. The employee must frequently lift and/or move up to 25 
pounds and occasionally lift and/or move up to 50 pounds.  

 Physical ability to drive an automobile is desirable.  
 

The physical demands described here are representative of those that must be met by an employee to successfully 
perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 
 
This job description is intended as a summary of the primary responsibilities of and qualifications for this position. 
The job description is not intended as inclusive of all duties an individual in this position might be asked to perform 
or of all qualifications that may be required either now or in the future 
 

GENERAL EXPECTATION: 
 

Support the mission of the Pittsburgh Theological Seminary, a caring and ecumenical community seeking to 

prepare men and women for pastoral ministry and Christian lay leadership in all phases of the Church's outreach. 

Abide by the current laws and organizational policies and procedures designed and implemented to promote an 

environment which is free of harassment and other forms of illegal discriminatory behavior in the work place, 

including the Financial Code of Conduct and Conflict of Interest. 
 

APPLYING: 
 

The expected start date for this position is August 1, 2014.  Review of applications will begin immediately and 
will continue until the position is filled. Applicants must supply a cover letter and résumé.  Submit materials to 
David R. Middleton, Director of Information Technology, Pittsburgh Theological Seminary, 616 N. Highland 
Avenue, Pittsburgh, PA 15206. Electronic submissions to dmiddleton@pts.edu are preferred. 
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