
 

 

          
IT Support Specialist 
Position Description 

 
Position Title: IT Support Specialist 
 
Reports to: Director of Information Technology 
 
Position Summary:  The IT Support Specialist is responsible for overseeing technology 
infrastructure and operations within a hospitality environment. They will provide support for 
day-to-day IT activities, ensuring the maintenance of systems, delivering technical support, 
and ensuring the reliability of IT services. This role requires strong technical expertise and a 
drive for innovation and efficiency. Working closely with external vendors and managed 
service providers, the IT Support Specialist will execute support duties under the guidance of 
the IT Director, fostering collaboration with senior staff to align IT operations with business 
objectives. Responsibilities include coordinating IT activities, offering recommendations for 
technology solutions, and implementing effective IT policies and procedures. This position 
is hands-on and crucial to the organization's IT functions. 
 
Essential Functions: 

• Infrastructure Management: 
o Oversee and maintain the organization's technology infrastructure, ensuring its 

stability, scalability, and security. 
o Manage the installation, configuration, and maintenance of hardware, software, 

networks, servers, and other IT systems. 
o Monitor and optimize system performance, proactively identifying and resolving 

issues to minimize downtime while seeking solutions to enhance efficiency and 
reliability. 

o Collaborate with external vendors and service providers to ensure efficient 
delivery of IT services and support. 

• Technical Support and Troubleshooting: 
o Provide hands-on technical support to end-users and members, troubleshoot 

hardware and software issues, and resolve IT-related problems promptly with 
proper prioritization.  

o Maintain documentation and knowledge base for support procedures, known 
issues, and resolutions. 

o Collaborate with vendors and external support teams to address complex 
technical challenges. 

• Project Management: 
o Actively participate in or lead IT projects, including system upgrades, software 

implementations, and infrastructure enhancements. 
o Ensure effective communication and collaboration with stakeholders to gather 

requirements and deliver projects on time and within budget. 



o Coordinate project activities, allocate resources, and manage project risks and 
issues hands-on. 

• Other Duties: 
o Stay current on hospitality technologies as they pertain to the club. 
o Attend and liaise with monthly Analysis & Technology Committee meetings as 

needed.  
o Model optimism by remaining focused and calm while administering Member 

and/or Employee related sensitive and confidential information. 
o Participate in an on-call rotation schedule as defined by the Dir. of IT. 
o Perform all other duties as assigned by employer. 

 
Qualifications and Skills: 

• 4+ years of total IT experience but not limited to information security, systems 
architecture, project implementation, data analytics, supervision of technical personnel 
and vendors, computers operations management. 

• Hospitality experience preferred.  

• A degree in Computer Science or Information Technology is desired or equivalent 
experience. 

• Meraki, CCNA, MCSE, and/or CompTIA certifications preferred.  

• Knowledge of Routing & Networking, OSI Model, Windows desktop and server 
systems, Active Directory, TCP/IP, DHCP, DNS, RDP, GPO, IIS, Apache, and Meraki. 

• Familiarity with onsite PBX systems. 

• Familiarity with Security Camera systems. 

• Private Club knowledge with Global NorthStar Club Software experience preferred. 

• Need a dynamic personality, excellent interpersonal skills, a reputation for integrity, 
excellent verbal & written communication skills, results oriented, ability to prioritize, and 
work well under pressure.  

• Must possess strong problem solving and task-management skills to effectively work on 
multiple projects simultaneously with focus on prioritization. 

• Must be able to work with and manage support vendors and service providers.  

• Ability to be part of an on-call rotation is required.   

• Ability to lift 30+ lbs. 

• Ability to identify red, yellow, and green lights.  


