SAMPLE POSITION DESCRIPTION

Information Technology Consultant 2
Political Science

	Posting:   
	01834

	Class:
	C1462

	Opens:
	February 6, 2006

	Closes:
	February 20, 2006

	Salary:
	$14.79 - $24.99 Per Hour


o The University of Oregon Department of Political Science invites applications for a part-time (.5 FTE) Information Technology Consultant. Please note that new employees generally start at or near the bottom of the salary range.
o This is a classified position represented by SEIU local 503, Oregon Public Employees Union.
o This recruitment is open to any applicant who meets the qualifications listed below.

TO QUALIFY YOU MUST HAVE:

... basic foundation knowledge and skills in technology and information systems as generally obtained through an associate's degree in information systems or related fields, or similar certified course work in applicable fields of study and at least one year of related work experience. 

Position requires ability to set up, install and troubleshoot networked PC systems, hardware, and software; expertise in applications of Microsoft Office, working knowledge of HTML, CSS, the PHP programming language and the UNIX operating system; ability to work independently, show initiative and self-direction; good working knowledge of business practices; ability to communicate effectively with a diverse group of staff, faculty, and students, with varying levels of technical and computer expertise.

Prefer bachelor's degree, preferably in computer science or closely related field.

DUTIES & RESPONSIBILITIES:

This position provides principal computer support for staff, faculty, and students of the Department of Political Science. Duties include:
... providing consultation on installation and troubleshooting software for Windows and Macintosh operating systems and Microsoft Office products; training users in computer applications; analyzing user application requirements and recommending options to best utilize the installed applications; assisting faculty with data collection, analysis, and methodology; maintaining and updating list serves.
... providing PC hardware support, including responding, investigating and troubleshooting malfunctions; diagnosing problems with computer equipment and coordinating maintenance and repair; monitoring the use of workroom computing equipment.
... designing, maintaining, and updating web pages, including graphics, layout and support of instructional program; training other staff on web maintenance.
... designing automated office procedures and systems, analyzing computing resources and administrative needs; 
... recommending acquisition of equipment and software, installing and configuring new computer equipment; maintaining department files on software licenses; assisting users making connections with university networks; serving as systems administrator for Political Science server; responding to network problems; serving as liaison to Computing Center and Social Science Instructional Lab staff on network and technology issues.

SUPPLEMENTAL QUESTIONS

To assist us in making the selection for this position, please respond to the following questions on a separate sheet(s) of paper. Number your responses to correspond to the questions and describe experience and training related to each question. Make sure that any experience or training described in your responses is included on your application. 

1. Describe your experience providing user support in the purchase, installation, testing, configuring, maintaining, and troubleshooting software and hardware. Specify the hardware and software with which you are familiar.

2. Describe your experience using and implementing Microsoft Office applications.

3. This position communicates with diverse group of staff, faculty, and students. Describe experience that demonstrates your ability to communicate effectively with a individuals from diverse backgrounds and cultures with varying levels of technical and computer expertise.

4. Describe your experience creating and maintaining web pages. 

