Job Description

Job Title:
Director of Information Technology / Chief Information Officer
Department:
Information Technology (IT)
Reports to:
Dean of Administrative Services/Chief Business Officer
FLSA Status:
Exempt (Professional)

Prepared by:
HR Department

Prepared Date:
December 2, 2014
Approved by:
 

Revised Date:
November 16, 2021
SUMMARY

The Director of Information Technology provides direct technology vision and leadership for improving business processes for a more efficient and valuable use of information and technology. The Director of Information Technology is also responsible for the viability of the network as it relates to network hardware, network software, communications, system usage, and educational activities. Responsibility also includes network software usage, security, access controls, backups, disaster recovery, email functionality, and maintaining and securing Banner Information System and other college information systems. 

ESSENTIAL DUTIES AND RESPONSIBILITIES

Below are listed the primary tasks identified for this position.  The duties articulated, though not exhaustive, indicate the majority of the functions assigned to this position.  Other duties may be assigned based on institutional need:

1. Must have personal and educational philosophy compatible with the goals, objectives, and mission of North Florida College.

2. Responsible for the administration, maintenance, and operational status of network environments campus-wide.

3. Manages and oversees the delivery of IT services. 
4. Coordinates campus-wide IT and functional departments involved in IT system requirements, initiatives, techniques, and controls.

5. Develops structured diagrams for the specifications of databases, communication systems, servers, storage area networks, security or any other computer-related hardware. 
6. Requires knowledge of policies and procedures and possesses the ability to determine a course of action based on these guidelines.

7. Manages the operational and end-user technology and support needs of the college, ensuring a high level of customer satisfaction.
8. Supports faculty in their use of technology as an integral part of their teaching and creative activities.  Works closely with Coordinator of Instructional Technology and the Chief Academic Officer to design and implement new technology.
9. Makes technology recommendations to Senior Management, including development of technology budgets for operations and grants.

10. Assists in design, development, and implementation of training necessary to staff, faculty, and students to perform their assigned duties and tasks using information technology. 
11. Designs, develops, and supports both technical and systems-centric detailed documentation.
12. Maintains and secures Ellucian Banner Information System and other college information systems, including access controls.  

13. Creates and maintains policies of all sensitive data maintained by the College.  Provides results of annual reviews to Senior Management in an annual report.    
14. Serves on College committees at the discretion of the President.
15. Creates and maintains a Disaster Recovery Plan and provides testing results to Senior Management in an annual report.  This report will include network recovery, including email, VmWare, Ellucian Banner (Proper and SSB), and other critical servers.

16. Creates and maintains a Disaster Recovery Plan and provides testing results to Management Team in an annual report.  This report will include network recovery, including email, VmWare, Ellucian Banner (Proper and SSB), and other critical servers.
SUPERVISORY RESPONSIBILITIES

Directly supervises all information technology support staff, student workers, and part-time employees as necessary.  Carries out supervisory responsibilities in accordance with College policies and applicable laws.  Responsibilities include interviewing, training, and evaluation of employees; planning, assigning, and tracking support work and help desk functions.

QUALIFICATIONS

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

EDUCATION and/or EXPERIENCE

Bachelor’s Degree from an accredited College or University with appropriate job-related certifications with 5 years of experience in network administration is required. Master’s Degree in Information Systems is preferred. 
Required technical experience includes:

Client/Server environments, virtualization, telecom, information system administration, access controls, and management experience.
Preferred technical experience includes:

Microsoft, Cisco, VMware, Avaya, Barracuda, Exchange, Ellucian Banner, and Apple skill sets.
LANGUAGE SKILLS

Ability to read, analyze, and interpret general business periodicals, professional journals, technical procedures, or governmental regulations.  Ability to write reports, business correspondence, and procedure manuals.  Ability to present, effectively, information and to respond to questions for all College staff.

MATHMATICAL SKILLS

Ability to work with mathematical concepts such as probability and inferential statistics.  Ability to apply concepts such as fractions, percentages, ratios, and proportions to practical situations and accounting functions in budgetary situations.

REASONING ABILITY

Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exits.  Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.

PHYSICAL DEMANDS  

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to use hands to finger, handle, or feel; reach with hands and arms; and talk or hear.  The employee frequently is required to stand and walk.  The employee is occasionally required to sit; climb or balance; stoop, kneel, crouch, or crawl; and taste or smell.  The employee must occasionally lift and/or move up to 60 pounds.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and ability to adjust focus.

WORK ENVIRONMENT  

The employee is occasionally exposed to moving mechanical parts, risk of radiation, and vibration.  The noise level in the work environment is usually moderate.
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