
 

 

 

JOB SUMMARY 

The IT Support Specialist provides essential technical support and assists in developing and maintaining software solutions 

that advance the organization’s mission. The role combines hands-on IT support, ensuring smooth daily technology 

operations for the IT users, as well as some programming and data management tasks that help improve efficiency.  

 

RESPONSIBILITIES 

• Assist users in resolving computer-related problems and provide instruction on the proper use of new hardware 

and software. 

• Help users maintain their computer systems and ensure proper functionality. 

• Identify and flag process gaps to the IT Manager/Director by meeting with users and monitoring reported issues. 

• Support the planning and implementation of software upgrades and system enhancements. 

• Update and maintain the organization’s computer systems, ensuring reliability, security, and performance. 

• Assist in implementing IT projects such as system rollouts, software installations, and hardware upgrades. 

• Create, update, and maintain IT-related procedure guides and documentation for users. 

• Support staff training sessions for new tools, applications, and IT best practices. 

• Confer with internal and external clients to determine training needs and provide appropriate guidance. 

• Create, plan, and adapt software utilities using applicable programming languages as needed. 

• Develop, plan, and test software solutions in coordination with the IT Manager and Director. 

REQUIREMENTS 

• A technical degree in a relevant field  

• 1-3 years of experience in computer and software troubleshooting, IT Support and programming   

• Advanced Microsoft Excel skills, including VLOOKUP, Pivot tables, Macros 

• Strong proficiency in Microsoft Office 365 and resolving internet and software-related issues  

• Strong analytical and problem-solving skills, with attention to detail 

• Excellent communication skills and ability to explain technical concepts to non-technical users 

• Organized, creative and team-oriented approach to work  

• Ability to manage multiple tasks effectively and prioritize competing deadlines  

• High level of discretion and confidentiality when handling sensitive information  

• High level knowledge of Visual Basic Programing 

• Proficient in SQL- and Mictrosoft Access for database management and reporting 

• Familiarity with IBM WebSphere or similar enterprise platforms 

 

IT Support Specialist 
Full-time, one year contract 

JOIN OUR TEAM & HELP TRANSFORM LIVES 
Agence Ometz is a Jewish human services agency offering social, employment and immigration services to help people fulfill their 

potential in order to secure a vibrant, growing community where people care for themselves and each other. Our work is guided by our 

core values of self-sufficiency, inclusivity, human dignity, caring communities and excellence. 

Meaning courage in Hebrew, Ometz is a reflection of the courage of those who seek our support in transforming their lives.  

By joining Ometz, you will work with a team of professionals who are compassionate, engaged and inspiring at an organization that has 

been consistently ranked in Leading Edge surveys, by our own exemplary staff, as a highly supportive and meaningful place to work. Help 

make our vision a reality – Apply today! 

JOB POSTING 

Please submit your CV and letter of interest to HR@ometz.ca     

We thank all candidates for submitting their résumés. Only those selected for interviews will be contacted. 

1 Cummings Square | 5151 Côte-Sainte-Catherine Road, Montreal, Quebec H3W 1M6 | T. 514.342.0000 | info@ometz.ca | ometz.ca 
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