
 
Opening Date:  9/14/2020 

           Closing Date:   Open Until Filled 

 

Vacancy Announcement #60-20 

Information Systems Specialist II - Casual 
 

Casual Definition - On call employee used on an as-needed basis 

 
 

SALARY: NEGOTIABLE         DC Residents Preferred 

 

EVENTS DC 

  

Engage, Excite, Entertain. 

Events DC is the face of conventions, sports, entertainment and cultural events within our nation’s capital.  As the 

official convention and sports authority for the District of Columbia, Events DC leverages the beauty, history and 

diversity of the most powerful city in the world to attract and promote an extensive variety of events, resulting in 

amazing experiences for residents and visitors alike, and generating economic and community benefits for the city.  

  

Our success comes by focusing on divisions that reflect three lines of business: Conventions and Meetings, Sports and 

Entertainment, and Special Events, where we make a range of strategic investments in the region’s marquee sports, 

entertainment and cultural properties. Each division is driven by the desire to bring stellar events to Washington, DC by 

providing superior customer service to our clients and visitors. 

SUMMARY DESCRIPTION 

The Information Systems Specialist II provides help desk support to Events DC’s approximately 165 users.  Installs, 

modifies and makes minor repairs to personal computer hardware and software systems, and provides technical 

assistance and training to system users. Understanding of Windows networking and Windows Server 2008/2003 also 

required. The Information Systems Specialist II reports to the Network Operations Manager. 

 

EXAMPLES OF WORK ASSIGNED 

 Inspects personal computer equipment and prepares workstations for delivery.  Delivers and installs equipment. 

 Installs hardware and peripheral components such as monitors, keyboards, printers and disk drives at users’ 

workstation.  

 Installs and configures Apple, Android or Blackberry device for user, including interface with Blackberry 

Enterprise Server. 

 Loads Events DC licensed software packages (i.e., Windows 7, Microsoft Office 2010 Suite, etc.) onto 

workstation computers. 

 Tests applications to verify operation prior to delivering system to user.  

 Provides help desk support.  Logs and tracks calls.  Provides status and completion information to supervisor 

and users via voice mail, email, in- person communication and regular status reports. 

 Maintains the help desk by responding to client inquiries concerning systems operation and diagnoses system 

hardware, software and operator problems. 

 Instructs users in use of equipment, software and manuals. 



 Recommends and/or performs remedial actions to correct problems.  

 Installs toner for printers and remedies paper jams and other minor printer malfunctions.  

 Handles problem recognition, research, isolation, resolution and follow up for routine user problems.  Refers 

more complex problems to system administrators or supervisor. 

 Maintains accurate inventory of consumable supplies and keeps the TMD work areas secure, neat and 

organized.   

 Maintains the software library. 

 Coordinates activities with systems administrators and other groups, such as Telecommunications and 

Electrical. 

 Attends departmental meetings. 

 Assists system administrators with routine administration functions, such as check/invoice runs, system 

backups, tape management, event log checking, and other network administration functions as necessary. 

 Assists Telecommunications Manager with Apple, Android and Blackberry user support and service as well as 

BES Administration. 

 Coordinates the efforts of outside technicians during service calls.  Also takes responsibility for equipment sent 

offsite for repair. 

 Performs a variety of other related tasks and duties as assigned. 

 

SKILLS, KNOWLEDGE AND ABILITIES 

 Thorough knowledge of the following software:  Microsoft Windows (7/8), Microsoft Office 2010 Suite, Apple 

mobile device operating systems, Android mobile device operating systems and Blackberry operating system. 

 Thorough knowledge of the following hardware: computer/server components (including the ability to install) 

hard disk, DVD/CD-ROM drives, network cards, RAM, etc; as well as networking components, wireless 

components, and specific telecommunications components (Apple, Android and Blackberry devices).   

 Ability to handle stressful situations and users in distress. 

 Ability to manage time and resources in order to deliver results on schedule with minimum supervision.   

 Ability to express ideas and convey information effectively, both orally and in writing. 

 Basic mathematical skills. 

 Ability to work independently and exercise proper judgment in handling incidents and routine matters. 

 Ability to work a flexible schedule, including days, evenings, nights, weekends and holidays.  

 

CORE COMPETENCIES (SPECIALIST STAFF) 

 Job Knowledge and Technical Expertise 

 Strategic Thinking 

 Project Management 

 Problem Solving 

 Attention to Detail 

 

ADA ESSENTIAL FUNCTIONS 

 Ability to walk extended distances and climb stairs to access the interior and environs of the Center. 

 Ability to read and write instructions, floor plans, forms and other written material. 

 Ability to converse orally and utilize standard telephones and two-way radios to receive and communicate 

information to staff and customers. 

 Ability to lift, push, pull and manipulate equipment and objects weighing upwards of 35 pounds. 

 

MINIMUM QUALIFICATIONS 

 High School Diploma or equivalent. 

 Two (2) years of related experience.  

 Demonstrable thorough knowledge of the following software:  Microsoft Windows (7/8), and Microsoft Office 

Suite (2010). 

 Demonstrable thorough knowledge of the following hardware:  microcomputer components (including the 

ability to install) diskette/hard disk/CD-ROM drives, network cards, RAM, etc; networking components.   



DESIRABLE QUALIFICATIONS 

 A+ Certification 

 College Coursework or Degree in related field  

 

REQUIREMENT 

 All positions require candidates to successfully complete our background screening process. 

 

 
In an effort to protect our environment from paper waste all candidates must apply on-line on our website: 

http://careers.wcsa.com/employment/application.aspx 

 
Computers are available in the Labor and Contractor Office (Access Control) at 1116 7th Street NW 

Monday – Tuesday and Friday – 7:00 a.m. – 11a.m. 
Wednesday and Thursday – 8:30 a.m. – 3:00 p.m.  

 

Washington Convention & Sports Authority T/A Events DC 

Human Resources Department 
801 Mount Vernon Place, NW 

Washington, DC 20001 

 
 

All candidates will be considered without regard to race, color, religion, sex, age, national origin, marital status, disability or sexual orientation. 

http://careers.wcsa.com/employment/application.aspx

