
POSITION DESCRIPTION

POSITION TITLE:
Director of Information Systems
REPORTS TO:

Director, IIT
PRIMARY FUNCTION: 
 The Director for Information Systems is a member of a team-oriented staff and shares in the responsibility of providing the St. Olaf community with technology services.  The Director for Information Systems serves on the IIT leadership team and provides leadership, supervision, and coordination for central systems and networking and supervises a small team of staff.  The Director for Information Systems is also responsible for managing the campus multiplatform network and communications system. 
AREAS OF RESPONSIBILITY:


1. 20% -- LEADERSHIP AND SUPERVISION

1. Provide leadership and coordination for central servers and the campus network services.  
2. Supervise and provide leadership to assigned staff.  Duties include hiring, supervising, and annual performance evaluations. 
3. Participate in the IIT long range planning process, as well as prepare yearly and multi-year plans for the systems and networking.
4. Participate in the development of operating and capital budget requests, as well as oversee the assigned areas of the budget and other resources.
5. Lead the Audit Team meetings.
6. Oversee the development and maintenance of documentation for systems and networking.
2. 25% -- CENTRAL SYSTEMS MANAGEMENT

1. Coordinate the management and maintenance of the central systems and campus network.  Duties may include:
a. Providing technical leadership and assistance to the systems and networking staff.
b. Overseeing and coordinating the major systems implementations, upgrades, and enhancements.
c. Overseeing the implementation of cross-unit projects and applications.

2. Develop yearly and multi-year plans and budgets for the maintenance and enhancement of the existing systems and for the development of new campus systems and network.

3. Coordinate the central systems maintenance contracts ensuring that all systems have appropriate maintenance service.

4. Develop training strategies and programs for the Systems Team.

5. Schedule systems staff to ensure appropriate support during evenings, weekends, and holidays.
3. 25% -- CAMPUS NETWORKING AND COMMUNICATIONS

1. Manage the campus routers.
2. Monitor and manage campus network traffic.
3. Manage campus DNS assignments.
4. Responsible for hostmaster services.
5. Manage and maintain on and off-campus academic computer communications including the Internet, Internet2, etc.
6. Serve as a technical liaison to outside networking organizations.
7. Write and develop new programs and applications as needed to enhance the services provided through the central systems and network.

4.
 25% -- SYSTEMS SECURITY

1. Responsible for the design and maintenance of the campus internal and external computer network security systems.
2. Share in the responsibility for the implementation of disaster and emergency action plans.
3. Responsible for coordinating the efforts of the Systems Team during crisis and emergency situations and for representing the IIT to the community as needed.
4. Monitor system vulnerabilities and threats and apply appropriate security patches.
5. Responsible for developing and overseeing the timely audits of systems and networks for security risks.

5.
15% -- USER SUPPORT 

1. Respond to user’s phone, walk-in, and Helpdesk inquiries in a timely fashion.
2. Provide consulting services to St. Olaf faculty and staff to help develop ideas for innovative projects involving academic and administrative computing, including recommendation of appropriate hardware and software.
3. Conduct computer workshops on IIT-supported hardware and software.

6.        10%—IIT STAFF WORK

1. Attend all staff meetings.
2. Participate on IIT teams as assigned.
3. Serve as the backup for the Director when he/she is unavailable. 
4. Evaluate new technologies and software appropriate to St. Olaf.
5. Prepare monthly activity reports.
6. Perform other duties as requested by the Director.
CONTACTS:
The Director for Information Systems interacts with faculty, students, and staff on a daily basis.  He or she also interacts with Deans, Department/Office heads, Vice Presidents and the President as needed.

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


Desirable:
M.A. in education or related field preferred
EXPERIENCE:

Essential:

· 5+ years of experience managing enterprise-wide systems, networking infrastructure, and security.


Desirable:
 

KNOWLEDGE, SKILLS, ABILITIES: 
· Proven interpersonal skill in relating to programmers, systems managers and other technical people.

· Ability to work effectively in a team environment both as a team leader and team member.

· Strong leadership, organizational and written communication skills

· Effective managerial, interpersonal, supervisory, and communication skills

· Ability to work with confidential data.

PHYSICAL DEMANDS:
 

WORKING ENVIRONMENT:
 
WORK SCHEDULE:
FTE:
1.00 


APPROVAL:                                                Roberta Lembke
DATE:




October 2010
This form can be found online at 

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

