DESKTOP SERVICES COORDINATOR—Job Description

St. Olaf College 

Information and Instructional Technologies

April 2004

ABILITIES, KNOWLEDGE, AND SKILLS
•
B.A. or B.S. degree.

•
3 to 5 Years experience supporting Windows and Macintosh Desktop PC’s.

•
Fluent in Windows operating systems; well-versed in Mac OS/X

•
3 to 5 years experience with computer troubleshooting techniques, including investigative and research methodologies.

•
Fluent in the Microsoft Office suite of applications

•
Experience using Novell Netware tools to support and manage PC’s

•
Experience presenting workshops, seminars, tutorials on PC applications

•
1-3 years managerial and leadership experience. 

•
Familiarity with networking protocols

•
Effective oral and written communication skills

•
Ability to work effectively in a team environment

The Desktop Services Coordinator is a member of a team-oriented staff and shares in the responsibility of providing the St. Olaf community with desktop computing services. As coordinator, he or she is responsible for organizing and coordinating the activities and services provided by Desktop Services Team including managing the public and residential hall labs, reviewing and recommending appropriate desktop computer configurations and general software applications for the community, and providing general support services for faculty, staff and students.  The Desktop Services Coordinator is responsible for assisting users with questions, working with academic departments, assisting with microcomputing systems management duties, serving as the Helpdesk supervisor on a rotating basis, presenting computing workshops, troubleshooting computing problems, and a variety of other duties. The Microcomputing Consultant reports to the Director of Information and Instructional Technologies.

20%‑COORDINATION AND MANAGEMENT
--Coordinator the activities of the Desktop Services Team.  Duties include:


1.
Scheduling and leading team meetings; documenting meeting discussions as necessary,

2. Serve as the lead technical troubleshooter for PC’s.

3. Develop appropriate training and educational materials for the Desktop Team members, including student employees.

4. Coordinate team responses to emergency and crisis situations (i.e., virus outbreaks, etc.)

5. Work with the Helpdesk Consultant to ensure that Helpdesk services provided are effective and solutions meet the guidelines of acceptable practices.

20%—EDUCATION AND CONSULTING SERVICES

--Serve as the IIT Staff Liaison to academic departments as assigned by the Director. Duties include:

1. working with department faculty on the development of their computing skills, 

2. installing department and lab software, 

3. arranging special workshops and sessions of interest to the academic departments

4. supervising the student computing assistants

5. researching. reviewing, and testing new applications and technology ideas applicable to the academic departments

6. coordinating the installation of department labs

--Develop and conduct computer workshops on IIT-supported hardware and software.

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

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

--Provide microcomputing support services like file recovery, data transfers, and repair of system disks.

--Work with the IIT staff to provide documentation and handouts for the programs and services available through the Information and Instructional Technologies.

35%—PC SOFTWARE, SYSTEMS MANAGEMENT AND CONFIGURATION

--Assist with the PC systems management, configuration and software installations.  Duties may include:

1. Researching and testing appropriate software packages for installation on campus computers.  Work will include coordinating faculty, staff, IIT staff, and students’ participation in the testing process. 

2. Developing and documenting standards for software builds for campus computers and specialty lab facilities. Work will include coordinating faculty, staff, IIT staff, and students’ participation in the evaluation and decision process.

3. Developing mechanisms, processes, and documentation to effectively and efficiently set up new equipment with appropriate software builds.

4. Coordinating the actual software installations to ensure the work is performed as prescribed.

--Develop mechanisms and processes to assist users to effectively and efficiently transferring their data from machine to machine.

--Provide research, testing, and advanced trouble-shooting support for operating systems, applications, and hardware.  Work may include assisting other staff to resolve difficult computing problems not resolved by standard means.  The Desktop Services Coordinator will be expected to work with hardware manufacturers and/or software vendors as needed.

--Work with the Systems Team and The Desktop Team to develop and manage a coordinated staff effort to distributing software, patches, and information to the community regarding security threats and problems caused by viruses, worms, etc. 

--Provide support to the Systems Administrator for the central Novell Netware servers.  Duties may include:

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

2.
Maintaining system security, including applying system patches and virus updates.

3.
Maintaining user accounts on assigned systems (making/deleting accounts, changing passwords).

4.
Maintaining printers, queues, etc.

5. Work with the Systems Team and coordinate the efforts of Desktop Services Team to implement new features and services.

10%—STUDENT WORKERS
--Select, train, supervise and review student consultants.

10%—IIT STAFF WORK

--Attend all staff meetings.

--Participate on IIT teams as assigned.

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

--Prepare monthly activity reports.

--Participate in group projects.

--Perform other duties as requested by the Director.

CONTACTS

The Desktop Services Coordinator interacts with faculty, students, and staff on a daily basis.  He or she also interacts with Deans and Department heads as needed.

WORK SCHEDULE

The Desktop Services Coordinator is a full time position.  Evening and weekend hours may be required.

