USER SERVICES CONSULTANT -- Job Description
St. Olaf College 

Information and Instructional Technologies

April 2005

ABILIITIES, KNOWLEDGE, AND SKILLS

*
BA or BS degree

*
Experience with Apple Macintosh's and PC’s.

*
Experience with large quantity technology purchasing.

*
Effective oral and written communication skills

*
Effective managerial, supervisory and interpersonal skills

*
Attention to detail a must.

*
Ability to work effectively in a team environment

The User Services Consultant is a member of a team-oriented staff and shares in the responsibility of providing the St. Olaf community with computing services.  The User Services Consultant is responsible for maintaining the central IIT records for purchase orders, and student work records. and providing support services to academic and administrative offices.  The User Services Consultant also participates as The User Services Consultant reports to the Director.

40% -- EDUCATION AND CONSULTING

--Serve as the Helpdesk staff supervisor for the Helpdesk on a rotating basis.

- 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 consultants, and communicating new computing ideas to the office personnel.

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

--Test and evaluate documentation and training materials for future integration into the Helpdesk training program for students.  This includes preparing a professional looking binder of paper documents.

--Conduct computer workshops on IIT supported hardware and software including Macintosh and PC based software.

--Consult with faculty on grant-related technology purchases.
35% -- CENTRAL RECORDS

-- Maintain and process all IIT purchase orders.  Specific duties include serving as a primary contact to vendors, arranging and monitoring the delivery of the products to the appropriate locations both in and outside of the IIT, and updating the electronic records to reflect actual cost of the products, owners/locations, etc.

--Research prices on supplies, hardware and software and determine most cost effective sources.

--Purchase and maintain monthly inventories of internal supplies and arrange for delivery of products to locations where they are needed.

--Coordinate the entry of new equipment into IIT's equipment inventory system.  Duties include creating and maintaining inventory forms, performing the database entry and ensuring accuracy and timeliness of data, and creating ad hoc inventory reports as requested.

10%--HARDWARE REPAIR, MAINTENANCE, AND SET UP

--Assist the Computer Repair Services Coordinator as requested with the repair and upgrades of equipment, both in-shop and on-site.

--Assist with the check-in, unpacking, serial number authentication, and logging of all new equipment.

--As requested assist with the assembly of classroom, lab, or office furnishings and cabinetry.

10% -- STUDENT SUPERVISION

--Maintain payroll and work records for all IIT students.

--Select, train, supervise, and schedule student Office Aids.

--Assist students in determining the hours necessary to meet work awards.

5% -- IIT STAFF WORK 

--Attend all staff meetings.

--Prepare monthly activity reports.

--Participate in group projects.

--Perform other duties as requested by the Director.

CONTACTS

The User Services Consultant interacts with faculty, students, and staff on a daily basis. 

WORK SCHEDULE

The User Services Consultant is a full time position.  Some evening and weekend hours may be required. 

