Help Desk Project 2: Company Interviews

Objective:

In this project you will form a “Company” with other students, name your company, and write a Job Desription to hire a Computer User Support staff member.
This assignment is worth ten points and is due Friday, 7-9.
Detailed Instructions

Form a group of three to five students total.  Invent a company, give it a name, and decide what your company does, and what they expect a newly hired Computer User Support person to do.  Then use a word processor and type up a single page Job Announcement with these items on it:
1. Your company name

2. A list of the names of each student in your company
3. A brief description of what your company does
4. A Job Description  (for examples, see pages 54 and 55 of your textbook.)  Your Job Description must contain these items:
a. Position Title

b. Position Summary: a paragraph explaining what the hired person will do

c. Duties and Responsibilities

Don’t worry about the salary, or about credentials such as degrees or certifications.  The purpose of this project is to specify what skills are required for a job, and explain them clearly in the form of a Job Announcement.

Your final product should be a neat single page, appropriate for posting on a bulletin board to attract job candidates.   You can print it in the classroom.  We have a printer and we have Microsoft Office on all the machines now.
There is an example on the other side of this page that shows all the necessary elements.

City Claims
Staff:
Lizzie Borden, Lucrezia Borgia, Sam Bowne, Willie Brown
Company Description: 
We are a lawsuit settlement claims administration company.  Funds are held in escrow and distributed to class members in accordance with court-ordered restitution programs.  At the heart of our process is a set of databases containing address and financial data.  We are a rapidly growing and fast-paced company, where fast, accurate, and imaginative work is required.  All our staff work with computers, and rely on them heavily.
Position:
Desktop Support Technician
Position Summary:
Install new computers running Windows XP Professional, Microsoft Office, and our customized company software.  Help end-users with printing, network connectivity, software compatibility, and other problems as they arise.  End users have widely varied tasks, including phone-bank agents, word processing, data entry, scanning mail with a barcode reader, Web site design, and database management.  Good communication with existing Information Technology staff and cooperation with them is essential.
Essential Duties and Responsibilities:
1. Install new Windows XP Professional computers in cubicles in our new building.
2. Create and deploy disk images using Norton Ghost.

3. Install and troubleshoot printers and drivers on Windows 98, Windows 2000 Professional , and Windows XP Professional client computers.
4. Develop good relationships with end-users and supervisors in all departments, so that you become the primary person they turn to for help, thus freeing other Information Technology workers for other projects.
5. Ability to learn quickly and adapt to frequent changes in software and procedures.

6. Methodical, consistent work and careful documentation of software and hardware changes in a change management database.

7. Ability to explain procedures clearly to end users in all departments.

8. Ability to recognize talent in others and teach them how to help others in their own departments to build self-reliance.

9. Clothing is informal – no direct interaction with the public is required.

10. You will be expected to stay informed and educated about new computer technologies.  Company training funds are available to pay for seminars and classes.

11. Occasional overtime assignments (at extra pay) will be available, performing network installation and maintenance outside normal working hours.[image: image1.png]
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