
POSITION DESCRIPTION

POSITION TITLE:
Assistant Director of Desktop Services
REPORTS TO:

Director, IIT
PRIMARY FUNCTION: 
 
The Assistant Director of Desktop Services is a member of a team-oriented staff and shares in the responsibility of providing the St. Olaf community with computing services. The Assistant Director  serves on the IIT leadership team and provides leadership and coordination for the campus desktop services and supervises a small group of staff.  The Assistant Director also provides primary support for the Enrollment Division systems and provides backup services for central UNIX and Windows systems.  

AREAS OF RESPONSIBILITY:


1. 
20% -- LEADERSHIP AND SUPERVISION

· Provide leadership and coordination for desktop services support services on campus.  Duties include:
· Supervise and provide leadership to assigned staff.  Duties include hiring, supervising, and annual performance evaluations. 

· Participate in the IIT long range planning process, as well as prepare yearly and multi-year plans for the desktop services area.

· Participate in the development and operating and capital budget requests, as well as oversee the assigned areas of the budget and other resources.

· Oversee the development and maintenance of documentation for desktop technologies and applications.

2. 10%- ENROLLMENT DIVISION DATABASE MANAGEMENT AND SUPPORT

· Serve as the primary systems manager for the Enrollment Division Windows-based database servers. Duties include:

a. Monitoring system and database performance.

b. Maintaining servers according to the campus standards, policies, and documentation.

c. Monitoring and attending to file system usage.

d. Scheduling jobs to minimize degradation of system performance.

e. Rapidly responding to maintenance needs, including weekends and evenings.

f. Ensuring the daily backup of all server data and retrieving data from backup tapes as necessary.

g. Maintaining system security, including virus, operating system, and database patches and updates.

· Maintaining user accounts on assigned systems (making/deleting accounts, changing passwords).
· Generating computer operating statistics for operational review and planning.

· Assisting with the review and recommendation of server and network hardware and software.

· Installing system upgrades and patches.

· Working with vendors to ensure timely scheduling and implementation of updates, bug fixes, etc.

· Serve as a consultant to the Enrollment Division to help develop ideas for innovative enhancements to the system.
· In consultation with the Enrollment Division staff, conduct training sessions and tutorials for members of the Enrollment Division staff and for the users of their system.

3.  10%—CENTRAL SYSTEMS, DATABASE, AND NETWORK MANAGEMENT

· Assist with the management and maintenance of the central Windows and UNIX systems.  Duties include:

1.
Monitoring system performance.

2.
Maintaining servers according to the campus standards, policies, and documentation. 

3.
Rapid response to maintenance needs, including weekends and evenings.

4. 
Assisting with daily system backup as necessary.

5.
Maintaining system security, including virus and operating system patches and updates.

6.
Maintaining user accounts on assigned systems (making/deleting accounts, changing passwords).

7.
Generating computer operating statistics for operational review and planning.

8. Assisting with the review and recommendation of server and network hardware and software.

· Serve as a backup support member for the Advancement servers.
· Research and recommend new hardware platforms (desktop computers, servers, peripherals, etc.)

· Work with IIT staff to research and implement cross-platform connectivity and data transfer software.

· Work with the IIT staff to research and implement client/server applications, including file downloading programs, microcomputer-based mail-readers, news-readers, campus information systems, etc.

4.
 25%—USER SERVICES

· Serve as the IIT Staff Representative to administrative offices as assigned by the Director.  Duties include working with administrative staff on office-specific databases, installing software, arranging special workshops and sessions of interest to the offices, supervising the student Computing Assistants, and communicating new computing ideas to the office personnel.

· Provide consulting services to St. Olaf administrative staff to help develop ideas for innovative projects involving computing, including recommendation of appropriate hardware and software.

· Serve as a consultant/programmer to offices and departments to develop and/or enhance Access databases.

· Participate in the development of suitable networks and recommend appropriate hardware and software for administrative offices.

· Work with the IIT staff to provide documentation and handouts on available programs and services.

· Respond to user’s phone, walk-in, and Helpdesk inquiries in a timely fashion.

· Work with IIT staff to prepare software for IIT and general use.  This involves thorough testing and evaluation of all new software packages, including documentation.

· Provide computing support services like file recovery, data transfers, and repair of system disks.

· Conduct computer workshops on supported hardware and software.

5.
10% -- IMAGENOW MANAGEMENT

· Serve as the co- coordinator for the ImageNow systems application.  Duties include:

1. Manage ImageNow user access and security.

2. Coordinate the resolution of problems, reports, bug fixes, etc.

3. Serve as the primary application troubleshooter for technical problems and issues.

4. Provide direct user support for the individuals and offices with direct access to ImageNow.

5. Assist with the installation of desktop clients or other applications necessary for the operation of ImageNow

6. Serve as the technical liaison to ImageNow.

7. Coordinate system upgrades, enhancements, etc.

8. Work with departments in the rollout of ImageNow

6.  10%—STUDENT EMPLOYEES

· Select, train, supervise and review student microcomputer computing assistants.

7. 15%—IIT STAFF WORK

· Attend all staff meetings.

· Participate as a team member in the Systems Team.

· Evaluate new technologies and software appropriate to St. Olaf.

· Prepare monthly activity reports.

· Participate in group projects and serve on teams as assigned.

· Perform other duties as requested by the Director.
CONTACTS:
  The Assistant Director Desktop Services interacts with staff on a daily basis.  He or she also interacts with faculty, students, Deans, Department/Office heads, or Vice Presidents as needed.  He or she also serves as the primary PowerFaids and Recruitment Plus technical and staff representative to vendors, other institutions, etc.

EDUCATION: 
Essential:
B.A. or B.S. degree



Desirable:

Degree in Computer Science
EXPERIENCE:

Essential:

· Experience implementing, managing and using relational databases (ORACLE, Microsoft SQL, Sybase, Access, etc.).

· Well-versed in the various versions of the Windows operating system and PC-Compatible applications, particularly MS Office..

· Familiarity with the UNIX/Linux Operating System and Macintosh OS

· Working knowledge of batch files, scripting, and at least one programming language (C, C++, or Perl preferred) 

Desirable:
 

KNOWLEDGE, SKILLS, ABILITIES: 
· Effective managerial, supervisory, and interpersonal skills

· Effective oral and written communication skills

· Ability to work with confidential data

· Ability to work effectively in a team environment

PREREQUISITE(S):


PHYSICAL DEMANDS:
 

WORKING ENVIRONMENT:
 
WORK SCHEDULE:
FTE:
1.00 


APPROVAL:                                                
Roberta Lembke
DATE:




10/2010
This form can be found online at 

www.stolaf.edu/services/hr/Job_Descriptions/Dept_Pages/index.html

