POSITION CLASSIFICATION QUESTIONNAIRE

Department:  

Incumbent:   

Work Schedule/Location:   

Working Title: 
  VC for INFO SVCS
Immediate Supervisor/Title:  

Position Summary (briefly describe the general purpose of the position)

Plan, direct and coordinate the activities of the Customer Services Center within the Information Services section including direction of the help desk; computer equipment ordering and inventory management; end user and office automation support; email services; and video conferencing/audio visual coordination functions within the DCRI. 

Design, implement and maintain a variety of complex data bases and data base systems and perform various network administration activities to meet departmental requirements in support of administrative, research and/or educational activities. Participate in software development for in-house usage and outside distribution as requested. 

Standard Duty Areas (list primary functions of the position with the percent of time generally allocated to each)

Design, implement and maintain a variety of complex data bases and data base systems for access by complex statistical packages to meet departmental requirements in support of administrative, research and/or educational activities; modify or create data bases, editing and menu facilities and reporting and support programs. Respond to requests for information from existing data bases by producing specialized reports, files, research samples, and other data as needed. 

Perform various network administration activities including, but not limited to, network maintenance and upgrading, workstation and printer maintenance, user account maintenance, network access and backups; maintain, install and upgrade network and stand-alone software; evaluate software applications and recommend appropriate purchases and utilization; serve as troubleshooter for software and hardware problems. 

Participate in software development to specification in a team environment for both in-house usage and outside distribution as assigned; fully develop, implement and maintain software applications. 

Consult with departmental as well as outside users as required providing training, general data processing assistance and technical guidance and direction; documenting departmental procedures concerning data processing operations. 

Integrate various systems through data base design as well as editing and consolidating previous data bases into up-to-date formats. 

Participate in other routine data processing activities as instructed such as maintaining inventory of computer hardware and software, registering new hardware and software and maintaining license agreements, performing file translations or transfers across various platforms, and developing and maintaining proper backup routines. Perform other related duties incidental to the work described herein. 

The above statements describe the general nature and level of work being performed by individuals assigned to this classification. This is not intended to be an exhaustive list of all responsibilities and duties required of personnel so classified. 

Position Directly Supervises/Leads (name/title) 

Decision Making:   

Budget Responsibility: 
Interaction (describe type and frequency of interaction with internal staff, other departments, visitors, and outside organizations)
 

Accountability (direct responsibility for outcome of projects or decisions made) 

Essential Physical Requirements (list the percent time involved for each that is essential in performing the major duties of the position)

Bending  (%)______Standing  (%)______Walking  (%)______Eyesight  (%)______
Hearing  (%)______Driving  (%)_______Speaking  (%)_____
Repetitious Movement  (%)______
Lifting, weight lifted______

Lift to: waist, _______chest, _______above head_______

Exposure To Harsh or Extreme Conditions (chemicals, cleaning agents, blood and body fluids, extreme temperatures)

Equipment Used In Position (type and percent time)

Minimum Qualifications (knowledge, skills, and abilities needed upon entry into the position)

Ability to Follow Oral Instruction, Read and Write

High School, GED or formal educational equivalent

Baccalaureate Degree, Major: MACROBUTTON NoMacro [Click here and type degree]
Advanced Degree, Type/Major: Master degree preferred
Professional License/Certification: MACROBUTTON NoMacro [Click here and type name of license/certification]
Work Experience, (Length of Time, General and Directly Related)    Five years of relevant experience in information technology.

I have participated in the review of my job and agree with the above description.

Yes_____No_____Comments_________________________________________________________________________________

Required Signature____________________Date________________________________________________________________

As supervisor of this position, I have participated in the review and agree with the above description.

Yes_____No_____Comments________________________________________________________________________________

Required Signature____________________Date_______________________________________________________________



