
 

 
 

BOUTIN JONES INC. 

IT SPECIALIST 

Under the direct supervision of the IT Manager, the IT Specialist will perform mid to advanced-
level IT support and assist in the administration and operation of a broad range of network 
hardware and software.  

Boutin Jones is one of the top law firms in the Sacramento area. We are a close-knit team that 
offers a friendly work environment and excellent benefits including paid parking. We are located 
near Downtown Commons and the Golden One Arena. 

Key responsibilities will include connecting and supporting the computing environment; setting 
up new equipment; assisting with videoconferencing, telephone, voicemail, email, mobile phones; 
printers, copiers and faxes; desktop and laptop computers; Microsoft Exchange Server (adding 
new accounts); Microsoft Active Directory (user groups and permissions); mid to advanced-level 
Microsoft Excel use; installation of new software and upgrades; and end user support. 

Education and Experience: 

 High school diploma or equivalent 
 College degree preferred or certificate in a computer-related field and a minimum of five 

(5) years similar work experience, or a combination of education and experience 
 

Required skills: 

 Communicate professionally and effectively using both verbal and written instructions 
 Strong organizational skills 
 Attention to detail and accuracy 
 Working knowledge of most recent Windows operating system 
 Working knowledge of Windows Active Directory and Microsoft Exchange Server 
 Installation and configuration of desktop computers, laptops and other related equipment 
 Experience with Zoom or other videoconferencing providers 
 Mobile device setup and support 
 Hardware and software maintenance including upgrades 
 Availability to respond to or assist with after-hours issues 
 Ability to handle boxes or equipment weighing up to 50 pounds 

 

Additional helpful skills: 

 Strong familiarity with Microsoft Office products 
 Experience with email security solutions 
 Experience with WiFi connectivity 
 Familiarity with multi-line telephone systems 
 Experience in posting to website, intranet site, and blogs 
 Experience with Citrix XenApp 
 Prior experience in a law firm setting 

 

Please submit your resume and cover letter to the attention of Cheri Blethen at 
ITAdmin@boutinjones.com. 


