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Position: IT Support Specialist
Direct Supervision: Co-Executive Director, Operations
Status: Non-Exempt, Part-Time (20 hours per week)

[bookmark: overview]Overview
The IT Support Specialist provides day-to-day technical support and IT assistance for Tri-County Health Network staff. This role focuses on core IT help functions such as user support, equipment setup and inventory, account administration, and basic systems maintenance. By handling these essential support functions, the role helps ensure timely assistance for staff while allowing the broader IT and data systems work of the organization to run smoothly.
This role is part of the Operations team and will work closely with the Data Systems Administrator for daily task prioritization, troubleshooting, and training, while reporting to the Co-Executive Director of Operations for supervision and performance management.
[bookmark: key-responsibilities]
Key Responsibilities

[bookmark: it-support-help-requests]IT Support & Help Requests
· Serve as the first point of contact for staff IT help requests and troubleshooting
· Provide timely support for common hardware, software, and access issues
· Escalate more complex issues to the Data Systems Administrator as needed

[bookmark: equipment-setup-inventory]Equipment Setup & Inventory
· Prepare, deploy, and configure laptops, monitors, phones, and other IT equipment
· Maintain accurate inventory of IT hardware and accessories
· Assist with onboarding and offboarding staff from an IT equipment and access standpoint

[bookmark: account-systems-administration]Account & Systems Administration
· Support Office 365 user account setup, access changes, and basic administration
· Assist with managing shared drives, SharePoint libraries, and cloud file storage organization
· Help maintain appropriate access permissions in alignment with organizational policies

[bookmark: general-it-operations-support]General IT Operations Support
· Follow established IT procedures and contribute to documentation as needed
· Support basic IT security practices and reporting of potential issues
· Assist with occasional data cleanup, file organization, and routine system maintenance tasks

[bookmark: qualifications]Qualifications
· Tech-savvy and comfortable learning new IT systems and tools
· Some prior IT, tech support, or technology-related training or experience preferred
· Strong problem-solving skills and patience when supporting non-technical users
· Ability to follow procedures, document work, and ask questions when needed
· Good communication skills and a collaborative working style
· Interest in supporting a mission-driven nonprofit organization
A computer science degree or formal IT certifications are not required. Role-specific skills will be trained on the job.
[bookmark: location]Location
This is a hybrid position based in Telluride, CO, with at least one in-person day per week at the Telluride office. Occasional travel to Montrose, Delta, or West-End Montrose County may be required. No relocation assistance is available.
[bookmark: compensation]Compensation
$24.00 - $28.00 per hour commensurate with education and experience
[bookmark: benefits]Benefits
TCHNetwork offers a competitive benefits package for part-time employees, including vacation and sick pay, paid holidays (prorated), 401k retirement plan with 3.5% employer match, flexible spending account, mental health wellness program, and professional development opportunities.
[bookmark: other]Other
· Requires reliable transportation and ability to travel locally as needed
· Must have a valid driver’s license and car insurance
· Ability to work a consistent schedule and occasional flexibility as needed

Tri-County Health Network is committed to collaborating with our communities to improve health for everyone. Diversity, equity, and inclusion are core to our mission and values.
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