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IT Technical Support Analyst 
 

 

Oxford Bank & Trust is seeking a IT Technical Support Analyst to join our team in Oak Brook, IL. The 

Technical Support Analyst performs a wide variety of duties to support the workflow of the IT Team. This 

position ensures customer satisfaction by providing first and second level Help Desk support via telephone or 

email for hardware, software, connectivity, and product specific incidents or work requests. This individual 

provides support for Information Systems and telecommunications, including both hardware and software 

problems. Problem resolution involves the use of diagnostic and help request tracking tools, and often requires 

providing in-person, hands-on help at the desktop level.  The IT Technical Support Analyst identifies, analyzes, 

troubleshoots and resolves problems with the goal of eliminating recurrences and reducing calls to the help 

desk.  Excellent customer service needs to be provided to both internal and external customers while adhering to 

Oxford’s Core Values.  
 

Skills/Education 
 

 College diploma or degree in Information Systems related major  

 Minimum 2-3 years’ experience in a technical support or front-end user support, preferably in a banking 

setting 

 Certifications desired: A+, Network+, MCP and experience with VMware a plus   

 Incident Management experience; including business expectations and communication  

 Basic User & Security Group Active Directory administration  

 Strong knowledge of Microsoft based operating systems with emphasis on Windows 7, 10 and Office 2010 

 Excellent verbal and written communication skills including accurate completion of detailed documentation  

 Strong interpersonal skills and ability to build and maintain professional relationships with internal and 

external customers 

 Motivated and dependable; works well independently to meet critical deadlines with little supervision 

 Excellent organizational skills and attention to detail 

 Effective listening skills and timely follow up when appropriate 

 Ability to conduct research into networking issues and products as required 

 Proven analytical, critical thinking, and problem-solving abilities 

 Ability to effectively prioritize, multitask, and execute in a high-pressure environment 

 Professional phone skills and proven ability to assist customers in a friendly, patient manner 

 Learn and retain new information quickly 

 Demonstrate an upbeat, team player attitude and willingness to accept additional responsibilities 

 Consistently maintain a positive attitude in a highly flexible environment 

 Handle confidential material in a professional, extremely ethical manner  

 Strong customer service orientation 
 

Responsibilities 
 

 Provide first line support of all network and systems related functions, including all applications, 

telephone, email and any on-site support 

 Primary administrator of helpdesk application, ticket assignments and problem resolution 

 Perform hardware repair, replacement, upgrades and support (Primary support of personal computers, 



printers and other associated peripherals.  Secondary support of servers and infrastructure) 

 Setup, administer and troubleshoot all systems, applications and various operating systems  

 Prioritize, schedule and escalate issues as necessary to the appropriate technician 

 Access software updates, drivers, knowledge bases, and frequently asked questions and resources on the 

internet to aid in problem resolution 

 Identify and learn appropriate software and hardware used and supported by the Bank 

 Perform preventative maintenance, including checking workstations, printers, and peripherals 

 Maintain Basic Active Directory knowledge; create user accounts, reset passwords, create groups, etc.  

 Proactively lead and assist with network related upgrades, projects and replacements (PC based and 

server based applications/platforms) with the supervision of the IT Manager and AVP/ IT  

 Provide computer orientation to new and existing bank staff 

 Travel to other bank locations to setup systems or solve other support issues as needed  

 Keep abreast of industry and product(s) advances 

 Provide project support to the IT team 

 Understand general IT priorities and take an active role in accomplishing objectives 

 With the guidance from the AVP, Information Technology, implement disaster or emergency recovery 

procedures for information systems and computer environment 

 Take an active role in the installation and ongoing support of end-customers using remote deposit 

capture applications 

 User setup and support of Business eBanking applications 

 Determine and assist with the identification and creation of IT related efficiencies 

 Participate in relevant training and maintain current knowledge about all technology used at the Bank 

 Occasional evening and weekend work hours required, may include holidays 

 Maintain proper housekeeping of work area 

 Handle special requests and projects as directed by the department manager  

 Comply with all Oxford Bank & Trust policies, procedures and regulatory guidelines 

 Complete all Bank training including all assigned Compliance online training 

 Understand and adhere to Oxford Bank’s Core Values 

 Perform others duties as assigned 

 
Physical Demands and Condition Requirements 
 

The physical demands described here are representative of those that must be met to successfully perform the 

essential functions of this job. Reasonable accommodations may be made to enable qualified individuals with 

disabilities to perform essential functions.  
 

While performing the duties of this position this individual is regularly required to talk, hear, use a telephone, 

use their hands and fingers to handle, manipulate and feel, reach, push and pull with hands and arms, climb and 

balance, walk, sit, stand, stoop, crouch, kneel, crawl, and bend and twist at the neck, spine, waist and knees. The 

employee must frequently lift and/or move up to 50 pounds. Specific vision abilities required by this position 

include, close and distance vision, color vision, and the ability to adjust focus.  
 

*Oxford Bank & Trust will make reasonable accommodations in compliance with the Americans with 

Disabilities Act of 1990.   
 

Oxford Bank offers a competitive benefit package for Full Time Employees. 
 
 

To be considered for this position, candidates must submit a resume and a cover letter, including salary 

requirements to hr@oxford.bank /fax:(630)424-2925. Candidates for hire will undergo Credit and Criminal 

Background Checks as well as Drug Testing. Applicants must have a good credit history to be considered for 

this position. Oxford Bank & Trust is a Drug Free Workplace. 

 

mailto:hr@oxford.bank%20/fax:(630)424-2925


Oxford Bank & Trust is an Equal Opportunity Employer. All qualified applicants will receive consideration without 

regard to race, color, religion, age, ancestry, citizenship, sex, sexual orientation, gender identity, national origin, marital 

status, genetic information, physical or mental disability, or veteran status  

or any other characteristic protected by law. 


