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TOMBIGBEE ELECTRIC POWER ASSOCIATION 
JOB DESCRIPTION 

for 

Information Technology Specialist 
 
I. Introduction: This position provides leadership and support to Association Management and other 

staff and association departments in the duties and responsibilities listed below.  Primarily, completion 
of work assignment in areas related to information technology (IT) application, computer and computer 
systems, trouble shooting of office electronic and computer systems, report processing, hardware and 
software maintenance.  IT training for association employees and other similar topic applications for the 
Association and its employees are critical work application areas. 

 
Under the direction of the Office Manager, this person may from time to time provide assistance to 
association management in work application areas which include but are not limited to the completion of 
certain routine business transactions, reports and procedures for completion of TVA regulatory 
procedures. 

  
II. Supervisor: Tupelo Office Manager 
 
III. Duties & Responsibilities: 
 
  Information Technology 
 

1. Serves as the main point of contact for TEPA’s utilization of Information Technology applications 
for the Association’s departments generally; with specific duties in support of the finance, 
accounting, member records maintained and systems used by the Association to provide 
information or feedback to members. 

2. Provides assistance to management to assure that computer and other office equipment 
systems are upgraded and maintained using available anti-virus software, operating systems, 
and software upgrades installed.  Makes recommendations to management for equipment and 
systems upgrades, changes to outdated or obsolete computers, printers, copiers, etc. 

3. Installs, configures and troubleshoots user problems and computer networks to ensure that the 
network is available to all system users.  Resolves data communication and system operating 
problems in person and via telephone.  Maintains and supports the Association’s hardware to 
minimize down time within various departments.  Includes maintenance and support of printers, 
PCs, scanners, copiers, etc.  Troubleshoots for local area network (LAN) users, solving routine log-
in and configuration issues.  Maintains service contracts for copy machines, fax machines, scanners 
etc.  Works with outside contractors and software vendors to ensure that systems and software are 
functioning properly. 

4. Responsible for backup (archiving electronic data storage) needs for TEPA systems and equipment 
including daily, monthly, and yearly backups. 

5. Attends continuing education as needed to stay abreast of IT applications that improve service to 
members and Association employees. 

6. Provides training and assistance for Association employees in application of various computer 
software and spreadsheets used in daily or routine reporting for Finance and Accounting, Customer 
Service and Payroll.  Provides support for the methods, procedures, software and other tools used 
to prepare and maintain these records. 

7. Provides support to management and the Office Manager:  Assists with a wide variety of duties 
including the installation, operation or maintenance of the telephone and other communication 
systems, internet application, social media maintenance and documentation of Association records 
and other equipment and systems used to develop and maintain member records.  Assists with the 
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preparation and maintenance of audio visual equipment for various meetings utilizing software 
presentation tools such as power point, conferencing communication equipment and etc.  Studies 
and pursues new ways to communicate information to members.  The following is a typical list of 
duties and responsibilities carried out by the IT Specialist: 

 Assist in the development of organizational, system, and technology goals; assist in the 
development of detailed plans for goal accomplishment. 

 Provides system support for Microsoft-based applications.  Implements, monitors, and 
maintains systems and application software running under Microsoft operating systems.  Works 
with software vendors to provide optimum system performance and availability. 

 Analyze information and technology needs from a strategic and operational perspective; 
determine requirements; make recommendations. 

 Participate in management and technology planning meetings. 

 Install and configure server hardware. 

 Install, maintain, and support operating systems and related software. 

 Install, maintain, and support application software. 

 Analyze and diagnose problems and develop solutions for them. 

 Develop procedures for normal and disaster recovery backup. 

 Establish and maintain a secure environment. 

 Monitor overall system performance in order to make hardware and software 
recommendations when requested. 

 Tune hardware and software for maximum performance.  

 Provide application technical support within the organization, as well as with 
working with third party vendors. 

 Utilize technology to achieve organizational goals. 

 Manage internal system and technical training. 

 Stay abreast of trends and innovations in the field of information systems and technology that 
could benefit the organization; document findings and report to management. 

 Provide technical support to coworkers. 

 Assist in the design, creation, and maintenance of the virtual infrastructure environment. 

 Obtain and keep current certifications related to the organization’s technology environment. 

 Teach, coach, inspire, and mentor other technical staff members. 

 Work to improve team and organizational climate. 

 
 

 Business Support: 
 
1. Assists the Office Manager with various tasks conducted in support of Association Finance and 

Accounting, Customer Service, and Payroll and the methods, procedures, software and other tools 
used to prepare and maintain these records.  This also includes the interaction of records and 
procedures involving the Engineering, Operations and Construction departments. 

2. Provides assistance to other association departments for the operation of an Outage Management 
System.  Provides assistance for the selection, installation and operation of this product.  This will 
include working with vendors and Association employees to coordinate the different systems that 
must work in conjunction with this product to get desired output. 

 

IV. Knowledge/Education and Experience Requirements: 
Bachelor’s Degree in an Information Technology field is preferred.  An Associate’s 
Degree (A. A.) or equivalent in the Information Technology field with at least 5 years 
work experience in an applied Information Technology vocation may be considered.  
Microsoft Certified studies and continuing education courses would be beneficial. 
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Under the supervision of the Office Manager, the Specialist assists with the development, 
administration and maintenance of the Association’s IT equipment and network infrastructure.  The 
candidate must have knowledge of networking, computer hardware, computer software 
applications, and troubleshooting to complement the finance and accounting degree.  The 
knowledge required is normally gained through related training courses or on job experience with 
related equipment or devices. 
 
The Specialist must have experience in a leadership position and have shown good interpersonal 
skills and the ability to deal effectively with people.  This position requires good communication 
skills, both oral and written.  Must be able to organize, prepare, and make presentations to multiple 
levels of audiences. 

 
 
V. Job Requirements: 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The 
requirements listed below are representative of the knowledge, skill and/or ability required.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions. 
 
Knowledge and Skills 

The incumbent is required to be able to read, write, understand, and follow instructions.  Various computer 
skills and knowledge of computer programs such as Microsoft Windows,® Microsoft Word,® Microsoft 
Excel,® Microsoft Outlook,® and Microsoft Power Point®  is required.  Strong organizational, 
communication and customer service skills are required.  The ability to handle multiple tasks at the same 
time successfully is required. 

 
Must have experience in a leadership position and have shown good interpersonal skills and the 
ability to deal effectively with people.  This position requires good communication skills, both oral 
and written.  Must be able to organize, prepare, and make presentations to multiple levels of 
audiences. 
 
Should possess an excellent knowledge of information technology functions by the public utility 
industry. 
 
Language skills  
Ability to read, analyze, and interpret common scientific and technical journals, financial reports, and 
legal documents.  Ability to respond to common inquiries or complaints from customers, regulatory 
agencies, or members of the business community.  Ability to write speeches and articles for 
publication that conform to prescribed style and format.  Ability to effectively present information to 
top management, public groups, and/or boards of directors. 
 
Reasoning ability  
Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability to 
interpret an extensive variety of technical instructions in mathematical or diagram form and deal with 
several abstract and concrete variables. 
 

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 sit; use hands to 
finger, handle, or feel, and to talk or hear.  The employee is occasionally required to stand, walk, 
and reach with hands and arms.  The employee must occasionally lift and/or move up to 50 pounds.  
Specific vision abilities required by this job include close vision, distance vision, color vision, depth 
perception, and ability to adjust focus. 
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Work environment 
The work environment characteristics described here are representative of those an 
employee encounters while performing the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions.  The noise level in the work environment is usually moderate. 

 
Working Conditions 

The incumbent usually works in conditions normally associated with an office environment, but may be 
required to work out of doors on various projects.  The incumbent may occasionally encounter areas of 
dusty conditions, such as places where old records are stored.  Generally, during the year, the incumbent 
is expected to attend multiple meetings which may be held during the evening hours.  Overnight travel 
with or without other Association employees to other work location cities in North Mississippi or 
neighboring states will be required. 

 
Certificates, Licenses, and Registrations 

This position does not require any specific certificate, license or registration.  The incumbent will be 
required to seek and obtain training in the specialized studies and application. 


