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Is Sue Workforce Ready?
Computer Support Specialist


Meet Sue….

Sue is graduating from high school this year after completing several courses in computer repair, networking, and applications of office software.

Sue has been hired as a “Computer Support Specialist” by a LI insurance company.   A computer support specialist provides technical assistance and training to computer system users.  The specialist investigates and resolves computer software and hardware problems.  Sue will be asked to perform some of the following tasks in this position:

· Answer users' questions about computer software and hardware 
· Enter commands to detect errors and verify that the system is working correctly.

· Install and performs minor repairs on computer hardware, software, and peripheral equipment.

· Set up equipment for employee use.

· Maintain record of installation activities and problems.

· Develop training materials and procedures, and conducts training sessions for users.

· Refer major hardware or software problems to vendors or technicians for service.

· Evaluate computer software and hardware and recommend upgrades when necessary.

· Read technical journals and attends seminars to stay current on hardware and software technologies.
Task #1:

During the first week of her new job, Sue was asked to assist a new office worker on how to attach a file to an email.   Sue is asked to help this worker in person as well as prepare a hand-out that can be used to educate all workers.  
Sue will need to use the following knowledge and skills.

1. Problem-solving skills as she will have to find the answer in the Help Section of the software program.

2. Verbal skills in assisting the worker in a one-to-one basis.

3. Written skills in preparing the content for the handout.

4. Ability to use technology and resources in the final preparation of the handout.

Can you and Sue create the appropriate handout for this situation?

Suggested Answer which will appear at website.

COMPUTER SUPPORT SPECIALIST
TO:

All Employees
FROM:

Sue Wilson, Computer Support Specialist, X8567
DATE:

July 1, 2008

SUBJECT:
Tip Sheet:  Attaching files to emails.

If you need to attach a file to an email you are sending, please follow these steps:
1. Create or open the item in which you want to insert a file attachment. For messages, you must be creating a new message to insert an attachment. 
2. Click in the body of the item, and then click Insert File [image: image2.png]


. 

3. Select the file that you want to attach, and then click Insert. 

4. In a new message, click Send, and in any other type of item, click Save and Close. 
If you have any further questions, please do not hesitate to contact me directly at Extension 8567.  
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