
 
NEW YORK CITY DEPARTMENT OF PROBATION 

 JOB VACANCY NOTICE – JVN 781-17-006 
 

CIVIL SERVICE TITLE:  
Community Associate 
 

TITLE CODE NO. 
56057 

OFFICE TITLE:    
IT Community Technician  

SALARY :    
$35,683  -  $59,385 
 

DIVISION/WORK UNIT:  
Administration 

WORK LOCATION:  
33 Beaver Street, New York, NY 10004 
 

HOURS:  35 Hours per Week NUMBER OF POSITIONS:  1 

JOB DESCRIPTION 
 

The New York City Department of Probation (DOP) helps build stronger and safer communities by working with 
and supervising people on probation, fostering positive change in their decision-making and behavior, and 
expanding opportunities for them to move out of the criminal and juvenile justice systems through meaningful 
education, employment, health services, family engagement and civic participation.  We are located in every 
borough across the City and provide four core services –pre-sentence investigations, intake, diversion and 
probation supervision. In summary, DOP ensures that people who enter our system are supervised according to 
their risk level and receive the support and services they need to abide by the law and be an asset to their 
communities. 
 
The Department is seeking to hire an IT Community Technician to provide computer hardware and software 
support to the divisions’ programs resource hubs, neighborhood opportunity networks and satellites locations, and 
branch offices necessary and important to client’s community services. Under the general supervision of the 
Senior Network Administrator the IT Community Technician will be responsible for maintaining existing 
technology systems; troubleshooting problems, installing, moving and removing equipment; monitoring parts and 
supply inventory, and assisting in the assessment of hardware, software and peripherals being considered for 
purchase. 

 
Specific duties include: 

� Installation, diagnosis, maintenance and repair of PCs, laser and inkjet printers. 
� Installation of software and peripherals in accordance with pre-defined protocols and configurations. 
� Verification of installations and maintenance performed by outside vendors. 
� Installation and troubleshooting of communication and network related problems. 

� Assists with backups and restorations as required. 
� Maintains records for installations, testing, preventative maintenance and repairs. 
� Maintenance of parts and supply inventory including keeping detailed written records. 
� Complying with help desk assignments, installations and other work schedules. 
� Instruction of users in basic computer and application skills. 
� Perform other duties as assigned. 

 
 



 
QUALIFICATION REQUIREMENTS: 

 
1. High school graduation or equivalent and three years of experience in community work or community centered 

activities in an area related to duties described above; or 
 

2. Education and/or experience which is equivalent to "1" above. 
 

APPOINTMENTS ARE SUBJECT TO OFFICE OF MANAGEMENT AN D BUDGET (OMB) APPROVAL 
 

NEW YORK STATE RESIDENCY IS REQUIRED 

    

TO APPLY, PLEASE SUBMIT RESUME AND COVER LETTER TO:  

External Applicants: https://a127-jobs.nyc.gov/ 

Internal Applicants: Employee Self Service (ESS) 

SUBMISSION OF APPLICATION IS NOT A GUARANTEE THAT Y OU WILL RECEIVE AN INTERVIEW 

POST DATE:  September 22, 2016 
 

POST UNTIL : Filled JVN #: 781-17-006  
 

 
” THE CITY OF NEW YORK AND THE DEPARTMENT OF PROBATIO N IS AN EQUAL OPPORTUNITY 

EMPLOYER. REASONABLE ACCOMMODATION AVAILABLE UPON R EQUEST”  

    


