
JOB DESCRIPTION

POSITION TITLE

Information Technology Specialist




REPORTS TO:

Bookstore Director, St. Olaf Bookstore

PRIMARY FUNCTION: 
To insure the regular maintenance and upkeep of the AS-400 inventory management and point-of-sale computer system located in the St. Olaf Bookstore that supports the operation of the inventory and POS systems used by the St. Olaf Bookstore, the Carleton Bookstore, and River City Books.  This position works closely with the Information and Technology Departments on each campus, and also must insure the maintenance of both network and AS-400 system computers and printers.  This position also works closely with the store staffs and offsite AS-400 support personnel to solve system problems.  The position also regularly updates data, runs system reports, performs system backups and deletions, and insures the overall integrity of the system.  

AREAS OF RESPONSIBILITY:


1. 
Maintain the AS-400 computer system for all 3 stores, including: updating computer software; converting to new software; posting daily sales records; posting receiving records; checking on the integrity of the computer system; adding and configuring system users; configuring users so they can connect to the AS-400 from a PC; updating users profiles on the AS-400; setting-up and configuring printers to work with the AS-400 (with PCs or as stand alone printers); trouble-shooting problems with software and hardware; calling the MBS retail software/hardware support line to help resolve problems with system issues and/or merchandise, trade book, or textbook related problems.

2.  Auditing receiving and posting sent by store personnel.  Insuring receiving and posting for all three stores are accurate and completed on a timely basis, and communicating problems or issues to the Director.

3.  Auditing other regular system reports or routine procedures at all three stores, including (but not limited to): chargeback procedures; accounts payable procedures; accounts receivable procedures; purchase order creation and maintenance; credit card communications; gift card procedures; cash register procedures; discount code maintenance; maintenance of all control files.

4.  Planning, coordinating, and implementing the annual physical inventory for the St. Olaf Bookstore, the Carleton College Bookstore, and River City Books.  Insuring smooth, accurate inventory by: mapping out and numbering inventory areas; acquiring correct number of inventory scanners; coordinating inventory and equipment needs with campus ITS/IT representatives; training new inventory staff; and problem-solving and running reports during inventory to insure inventory is loading correctly.

5.  Training of bookstore staff on the proper way to input/output job tasks.  Training all new staff on correct store system procedures, including receiving, chargebacks, purchase order creation, running reports, A/R, A/P, and sales audit procedures (as needed); system maintenance procedures (as needed), posting/polling, and other procedures as needed.  Re-training all existing employees as procedures change or system updates occur.

6.  Provide support for other positions in the bookstore as needed, particularly in assisting with receiving or shipping issues.  Assist on the sales floor at the St. Olaf Bookstore during peak periods or daily as scheduled.

7. Prepare monthly reports for consultant, Director, or Assistant Directors as needed.

8. Assist Director in the long term planning of future bookstore technical needs or updates.

     Assist in the planning of the next phase of our computer system.  Acquire software or     

     hardware for use in stores as needed.

9. Maintain positive, productive relationships with staffs at all 3 stores as well as campus  

IT/ITS departments.  Effectively communicate procedural or system changes to staffs at all 3 stores on a timely basis.  Travel between stores as needed to solve problems.

10.  Other miscellaneous duties as assigned by Director.

SUPERVISORY RESPONSIBILITIES: 
Direct student workers in their work, correcting them when they are not following procedures or store policies, and leading them in work assignments.  This position also has staff and student training responsibilities. 

CONTACTS:
Daily contact with Bookstore Director; Assistant Directors; staffs at all 3 stores; IT/ITS departments at both schools; support workers at MBS support; staffs/faculty at both schools; customers at the St. Olaf Bookstore. 

EDUCATION: 
Essential:
Two year degree in computer-related field.


Desirable:
Four year degree in computer or technology-related field is preferred.

EXPERIENCE:
Essential:
Two years of experience in computer or technology- related position is essential. Demonstrated, wide-ranging computer knowledge.


Desirable:
Four years of experience managing an AS-400 based computer system, preferably in a retail setting.  Two years of college bookstore retail experience preferred, or four years of general retail experience. 

KNOWLEDGE, SKILLS, ABILITIES:

Skills and abilities required: superb organizational skills and ability to set daily priorities that may change quickly; ability to multitask, prioritize problems, and adapt quickly to change; strong judgment; exceptional problem-solving skills; flexibility; long and short term planning skills; ability to integrate staff with store procedures.  Good written and oral communication skills are a must; must be able to skillfully communicate difficult technical concepts to non-technical personnel and explain difficult procedures when training.  Must be patient.  Must quickly and accurately describe problems when calling support personnel with system issues.  Must exhibit proven ability to work with people and divergent staffs in different settings.  Strong customer service skills are required.

PHYSICAL DEMANDS:
Ability to lift boxes up to 70 pounds on a regular basis.

WORKING ENVIRONMENT:
This job is performed in a multi-store environment.  While based primarily at the St. Olaf Bookstore, position must travel to the Carleton and River City Bookstores to perform tasks and assist in solving problems.  The person must be able to work closely with 3 divergent store staffs and two different campus ITS/IT departments.  
WORK SCHEDULE:
FTE:
 1.0. 



Term:
12 months



Shift: 
 8-5, M-F, though shifts and days may vary based upon events.  Occasional night and weekend shifts based upon events.

APPROVAL:                                                
David Schlosser, Bookstore Director.
DATE:




August 11, 2005.

