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	Job Title:  
	Analyst, Service Desk

	Business/Functional Area:  
	Information Technology
	Relocation Available:
	No

	Location:   
	Beachwood, OH.
	

	Date Opened
	8/4/2010


	Job Summary: 

Aleris International Inc. is a leader in the aluminum manufacturing and recycling industry with over 40 locations around the world.  We are fast, flexible and focused on our customers and sustaining growth.  Our Information Technology department is currently seeking a qualified individual to be responsible for documenting help desk requests received via phone, voice mail and email; and routing those requests to the appropriate personnel for resolution.  Also responsible for the creation and maintenance of tickets related to employee status changes, such as creations and terminations.


	Responsibilities Include:
· Determines daily routing of help desk requests to appropriate personnel to ensure each incident receives the proper attention.
· Maintains help desk application by creating & tracking help desk issues and requests, assuring accurate documentation of problem resolution & historical data.
· Reviews outstanding issues to expedite resolution.
· Resolves common issues or simple problems without assistance such as, desktop configuration items related to support applications and network connectivity, general configuration issues dealing with video display, modem operation, printer operation and working with files and directories on both the client and network.
· Maintains tickets related to creation/termination of user accounts.
· Train users in each aspect to minimize call backs and enable user to diagnose problems quickly to avoid delay of issue resolution.
· Reset passwords as necessary



	Requirements Include:

· Bachelor’s Degree (B.A.) from a four year college or university preferred; or one to two years related experience and/or training; or equivalent combination of education and experience.
· Possess general knowledge and proficiency in general business and the ability to use computer applications, such as spreadsheets, word processing documents, databases and email programs.  Require general knowledge of the Windows desktop operating system, as well as Novell client software is preferred.
· Possess excellent interpersonal, organizational, written and verbal communication skills.
· Possess the ability to read, analyze, and interpret general business periodicals, professional journals, technical procedures, or governmental regulations; write reports, business correspondence, and procedure manuals; solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists.



Process for Applying:
Aleris offers a competitive base salary and a competitive benefits program which includes: Medical, Dental, Prescription Drug, Vision, 401 (k) Plan, Life, AD&D, LTD. To apply, send your resume and cover letter with salary expectations to recruiter@aleris.com. Please list your name and “Service Desk” in the subject line of your email. For more information, visit www.aleris.com. Aleris is an equal opportunity employer and supports diversity in the workplace. PLEASE, NO AGENCY CALLS!







