
 
 
 
 

 

Computer Support Specialist for the Joint Seminaries 

Job Description 
 

 
Status 

Part-time, hourly, nonexempt; approximately thirty hours per week; $16/hour 
 
Function 

The computer support specialist provides support for audio/visual, computing, and related equipment 
in a timely and professional manner. This position requires some work outside daytime hours, 
including nights and weekends. 
 
Reportability and Accountability 

The computer support specialist reports and is accountable to the director of seminary computer 
services. This position supports the work of Seminary Computer Services (SCS) for both Bethany 
Theological Seminary and Earlham School of Religion. 
 
Responsibilities 

 Provide advice and support to employees regarding personal computing and printing issues  
 Install, repair, maintain, and upgrade institutional hardware and software  
 Handle work requests involving computing, printing, and other equipment  
 Ensure service requests are properly logged in the issue tracker  
 Provide for, maintain, and support audio/visual systems in classrooms and public spaces  
 Provide support for videoconferences for classes and meetings as needed  
 Provide technical and audio/visual support for conferences and other events  
 Maintain inventory of IT equipment  
 Work with Earlham College IT as needed to resolve issues  
 Perform basic account maintenance tasks as needed  
 Maintain information on the SCS Moodle site and internal department documentation  
 Assist in networking tasks as required, e. g., running new network cables  
 Assist with employee training concerning IT systems  
 Provide limited support for calendar and email access on personal phones  
 Other duties as assigned  

 
Qualifications and Growth 

 Understanding of and commitment to the missions of Bethany Theological Seminary and 
Earlham School of Religion  



 Associate’s degree in computer science, information technology, or similar education and 
experience  

 Ability to support employees and students with various IT needs in a friendly and professional 
manner  

 Strong interpersonal and communication skills  
 Ability to troubleshoot problems to efficiently diagnose issues  
 Ability to explain technical concepts and processes in a simple, nontechnical way  
 Ability to use discretion and maintain confidentiality  
 Ability to provide technical support in a variety of methods (face-to-face, phone, email, 

videoconference, etc.)  
 Ability to organize a complex and varied workload  
 Thorough knowledge of and ability to maintain and repair Windows and macOS systems  

 
Physical Demands 

 Navigating across buildings and offices  
 Sitting at a PC for much of the day  
 Carrying PCs, monitors, and other equipment  

 
The Seminary will provide the opportunity for the professional, personal, and spiritual growth of the  
computer support specialist. 
 
 

 
 

Application 

Applications will be received and reviewed until the position is filled. To apply, please send a letter of 
interest, resume, and contact information for three references to 

framery@bethanyseminary.edu 
 

OR 
 

Seminary Computer Services 
Computer Support Specialist Search 
Bethany Theological Seminary 
615 National Road West 
Richmond, IN  47374 

 
 
 
Bethany Theological Seminary’s policy prohibits discrimination in employment opportunities or practices with regard to 
race, gender, age, disability, marital status, sexual orientation, national or ethnic origin, or religion. 


