MOLOKAI OHANA HEALTH CARE, INC.

JOB DESCRIPTION

JOB TITLE: Information Technology Specialist

REVISED DATE: 12/6/11

PRIMARY FUNCTION: The Information Technology (IT) Specialist manages the day-to-day operations of all IT
related matters, including, but not limited to: troubleshooting GE Centricity, servers, intranet; website
development, social medial, etc. As an IT Specialist, you will provide a wide range of IT service and repair
duties.

WAGE CLASSIFICATION: Non - Exempt [ ] Salary Range:
Exempt X]

POSITION SUPERVISES: ( ) None Job Status: Full Time

REPORTS TO: (X) Executive Director Department: Administrative

EDUCATION/QUALIFICATIONS:
e Completion of High School or Equivalent
Bachelors in Computer Science or related field preferred
Demonstrated organizational skills
Ability to communicate well
Computer skills with Microsoft Word, Microsoft Excel, internet, and publishing programs.
Ability to problem solve and prioritize tasks
Ability to develop procedures for administrative activities
Proven reliability, trustworthiness, flexibility, and high ethical standards
Ability to handle multiple tasks
General ledger book keeping/ledger experience
Past work experience in healthcare IT preferred
Demonstrated ability to treat all individuals with respect and aloha

ESSENTIAL DUTIES AND FUNCTIONS:
1. Troubleshoot GE Centricity/EMR platforms

Create beginners manual and/or training for Centricity for new staff

Assist with daily support for e-Rx

Provide departmental training for Centricity upgrades

Conducted regular upgrades, maintenance and cleanup of all work stations
Setting up and configuring networks/servers and configuring routers
Performing hardware troubleshooting and diagnostics

Running malware (virus and spyware) scans and repairs

© ©® N o gk~ w DN

Be able to use PC/Windows and apple based programs
10. Specifying and ordering PC Components from various suppliers

11. Performing system backups and data migration using anti-virus programs
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12. Adheres to “PHYSICAL DEMANDS, TECHNICAL REQUIREMENTS, MENTAL, COMMUNICATION
DEMANDS & WORKING CONDITIONS OF STAFF” document, which will be acknowledged by
signature.

13. Other duties as assigned.

DECISION MAKING

O Makes independent decisions on routine activities within the scope and function of the position.

EMPLOYEE: DATE:
SUPERVISOR: DATE:
EXECUTIVE DIRECTOR: DATE:
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