
ALL RISKS, LTD. – HELP DESK ANALYST I 

 
Job Title:  Help Desk Analyst I  
Department:  Information Technology-Network 
Reports To:  Network and Help Desk Manager 
Classification:  Exempt 

 
Position Summary 

Performs a variety of tasks in support of the All Risks Ltd business units. Responsible for 
first level end user support, troubleshooting, and answering Help Desk calls. Performs daily 
administrative tasks as assigned.  

 
Essential Responsibilities: 

 Provides support to end users on a variety of issues. Identifies, researches, and resolves 
technical problems. Responds to telephone calls, email requests and management requests 
for technical support. Tracks and monitors the problem utilizing the ticket system to insure 
a timely resolution utilizing the IT request database. 

 Installs and configures workstations, laptops, thin clients, telephones and servers. 
 Operates and monitors server computer equipment. Performs routine tasks to maintain 

computer equipment and their peripherals.  
 Loads tapes and printer cartridges for daily and weekly operations. Observes peripheral 

equipment and error messages displayed equipment and troubleshoots equipment with 
appropriate vendors if necessary.  

 Provides end users support for all network-based and legacy applications.  
 Assists with End of Month operations and Rating software updates. 
 Ability to document Help Desk procedures, daily tasks, and legacy system procedures. 
 Provides support for smart phones. 
 Other duties as assigned.  
 

Knowledge, Skills, and Abilities: 
 

1. Requires knowledge of basic TCP/IP networking. 
2. Application troubleshooting. 
3. Ability to perform duties with minimal direction. 
4. Good organizational, interpersonal, and communication skills. 
5. Working knowledge of Microsoft Office, Exchange, Outlook in a Windows environment. 
6. Ability to handle multiple priorities in a fast paced environment.   
7. Knowledge of Citrix Xenapp software including shadow utilities and terminal services a 

plus.  
8. As a member of the All Risks, Ltd. Operations Unit, you will be required to pass the 

Introduction to Risk Management and Insurance exam within nine (9) months of your hire 
date. 

 

The above statements are intended to describe the general nature and level of work being performed.  They are not intended to be 
construed as an exhaustive list of all responsibilities and duties. Other responsibilities as assigned. 

 
Physical Demands 
The employee must occasionally lift and/or move up to 50 pounds. This position entails prolonged sitting, prolonged reading, prolonged 
viewing of computer monitors, and extensive verbal and written communication 


