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College Technology Coordinator
Updated:  06/01/2005
FLSA:  Exempt



Dept or Office: College of Humanities and Fine Arts
Summary Description
Responsibilities & Duties

· Supervise student workers and/or part time staff in Technology Support Office. 

· Design, document and administrate College active directory OU. 

· Recommend, define, and uphold College information technology policies. 

· Establish hardware, software, and system standards for College. 

· Maintain College license agreements. 

· Consult with users to determine specifications for specialized systems for College. 

· Make recommendations for the purchase of hardware and software. 

· Create, test, and document proprietary software systems for College. 

· Coordinate projects and maintain relationships with CTLT and Information Systems.

· Oversee computer maintenance and network support for College. 

· Serve on Technology Advisory Committee.  

Requirements – Education and experience
· Required skills include extensive knowledge of legal and ethical issues in information technology, PC Workstation hardware & software, Apple Workstation hardware & software, PC Server hardware & software, Apple Server hardware & software, wide range of specialized discipline specific hardware & software, Active Directory structure and administration, PC and Apple networking protocols, PC and Apple file & print protocols, Web Design & Programming, Database Design & Programming. 
· Ability to manage multiple high priority projects. 
· Ability to effectively manage student workers and/or part time staff.

· Ability to relate well with faculty members in a wide range of subject areas. 
· Ability to work with Faculty Advisory Committee.

· Ability to work with Information Systems staff. 







Note:  The statements herein are intended to describe the general nature and level of work being performed by employees, and are not to be construed as an exhaustive list of responsibilities, duties, and skills required of personnel so classified.  Furthermore, they do not establish a contract for employment and are subject to change at the discretion of the employer.
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