
 

 

 

 

 

Job Title: Technology Assistant 

Position Type: Part-time hourly, 8-12 hours/week* 

Direct Report: 8-12 hours/week 

Role: Provide technical assistance and support to end users on the application of technologies 

and resolution of technical issues. 

 
Responsibilities/Tasks: 

 
 Set up and install personal work stations, mobile devices and network equipment. 

 Install required work station software. 

 Maintain software and hardware throughout the church. 

 Provide technical assistance and support to end users on the application of technologies and 

resolution of technical issues. 

 Perform moves, additions, and changes to network user accounts and software subscriptions 

 Provide onsite, in-person support for office and meeting space technologies. 

 Perform A/V operations functions for Sunday Services and special events as appropriate in 

accordance with Birmingham First’s standards, policies and procedures. 

 Maintain required documentation. 

 

Skills/Qualifications: 

 Reliable transportation.  

 High school diploma or general education degree (GED). 

 Six months of related experience preferred. 

 Passion for technology innovation. 

 Ability to maintain confidentiality. 

 Excellent interpersonal and customer service skills, to effectively and tactfully communicate 

to staff with a diversified computer knowledge base. 

 High level of skill with analytical and evaluative techniques. 



 

 

Technology Assistant cont. 

 

 

 Ability to work independently with flexibility and minimal guidance. 

 Capacity to perform a variety of tasks simultaneously or in rapid succession. 

 Ability to read and speak English proficiently. 

 Possess a strong knowledge of hardware and software, and their inner-workings, which 

includes having a solid understanding of computers, associated equipment and phones. 

 Holds a basic understanding of/or interest to learn to operate audio visual systems. 

 A+ certification preferred. 

 

 

Physical Demands: 

 

 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. 

 While performing the duties of this job, the employee is frequently required to stand; sit; 

reach with hands and arms; climb or balance; stoop; kneel; crouch; hear or smell. The 

employee may be required lift and /or move up to 50 pounds. 

 

 

This job description is intended to describe the general nature and level of work being performed 

by a person assigned to this job. It is not to be construed as an exhaustive list of all job duties that 

may be performed by a person so classified. Incumbents may be asked to perform additional 

duties as required by his/her supervisor. 

 

 

*4-6 of the hours will be per a set schedule, during Birmingham First’s regular office hours of 9 

a.m. to 4 p.m. Monday through Friday. Additional hours (up to 20 per week total) may be 

available based on demonstrated competency. 


