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MidPenn Legal Services (MPLS) is a nonprofit organization providing civil legal services to low-income individuals and 
families throughout Central Pennsylvania. The IT Support Specialist supports approximately 100 staff across 14 offices by 
providing responsive technical assistance, maintaining secure technology resources, and helping staff use modern tools 
effectively in office, remote, and mobile work environments. 

1. Provide timely help desk support for Current versions of Microsoft Windows, Microsoft 365, Teams, Outlook, 
OneDrive, SharePoint, Zoom, Legal Server (Case Management System), printers, phones, mobile devices, and 
business applications. 

2. Track, document, resolve, and escalate service requests using ticketing, remote support, and documentation tools. 
3. Configure, deploy, maintain, and troubleshoot laptops, desktops, tablets, phones, printers, peripherals, and assistive 

technology across MPLS offices. 
4. Assist with onboarding, offboarding, user accounts, password resets, access changes, and permissions using 

Microsoft 365, Microsoft Entra ID, Active Directory, and related tools. 
5. Support endpoint management, software deployment, updates, device security, and compliance using approved 

platforms such as Microsoft Intune, Microsoft Defender, and Windows Update. 
6. Assist with network, Wi-Fi, VPN, firewall, backup, cloud service, and server administration tasks in coordination with 

the Director of Technology and vendors. 
7. Maintain technology inventory, asset records, support documentation, and recommendations for equipment 

upgrades, replacements, and process improvements. 
8. Provide staff training, written guides, and one-on-one support on secure and effective technology use, including 

responsible adoption of approved AI tools. 
9. Promote cybersecurity best practices, including phishing awareness, multifactor authentication, data protection, 

secure file sharing, and incident response procedures. 
10. Travel to MPLS offices as needed for hands-on support, equipment deployment, connectivity troubleshooting, and 

technology projects; perform other duties as assigned. 

1. One or more years of IT support, help desk, desktop support, systems support, or equivalent education, training, 
or hands-on experience. 

2. Strong customer service, communication, organization, documentation, and troubleshooting skills, including the 
ability to explain technical concepts clearly to non-technical users. 

3. Working knowledge of Microsoft Windows, Microsoft 365, Outlook, Teams, OneDrive, SharePoint, Zoom, printers, 
mobile devices, productivity tools, and basic networking concepts such as TCP/IP, DNS, DHCP, Wi-Fi, VPN, and 
firewalls. 

4. Awareness of cybersecurity practices, including multifactor authentication, phishing prevention, endpoint 
protection, data privacy, least-privilege access, and secure handling of confidential information. 

5. Ability to work independently, manage competing priorities, follow through on service requests and projects, and 
support staff across a multi-site or remote-work environment. 

6. Preferred: experience with Microsoft Entra ID, Active Directory, Microsoft Intune, endpoint management, device 
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enrollment, application deployment, patch management, cloud services, automation tools, accessibility tools, 
approved AI tools, or relevant certifications. 

7. Willingness and ability to travel to MPLS offices as needed; valid driver’s license, reliable transportation, ability to 
lift/move technology equipment, and occasional evening or weekend availability required. 

8. Commitment to MPLS’s mission and interest in using technology to improve access to justice and support high-
quality client services. 

MidPenn Legal Services is an equal opportunity employer. Salary will be commensurate with years of experience.  
 
MidPenn also provides excellent fringe benefits, including: 

 Health and Dental insurance  
 Short and Long Disability Insurance 
 12 paid Holidays per year 
 4 days paid personal leave  
 12 days paid annual leave in the first year 
 Up to 84 hours of paid sick leave  
 403(b) retirement benefit with employer contribution after one year of employment 

Applicants should email a cover letter, resume, and references to: 
Director of Technology, MidPenn Legal Services, mplsjobs@midpenn.org 


