COMPUTER REPAIR SERVICE COORDINATOR – JOB DESCRIPTION

St. Olaf College

Information and Instructional Technologies

April 2006

ABILITIES, KNOWLEDGE, AND SKILLS 

*Two year vocational/technical training in general electronics, B.S. strongly preferred.

*2 to 3 years experience installing and maintaining computers, printers, and peripherals.

*3 to 5 years experience supporting operating systems including Windows and Mac OS.

* Fluent in the Microsoft Office suite of applications.

* Understanding of and experience working in a multi-protocol networked environment.

* Effective managerial, supervisory, and interpersonal skills.

*Capability to work under pressure and produce quality results.

*Troubleshooting and investigatory skills. 

*Effective oral and written communication skills.

*Ability to work effectively in a team environment.

The Computer Repair Service Coordinator is a member of a team-oriented staff and shares the responsibility of providing the St. Olaf community with computing services.  The Computer Repair Services Coordinator is responsible for managing the maintenance and repair of the all campus desktop systems and peripherals.  The Computer Repair Service Coordinator reports to the Director.

20%—EDUCATION AND CONSULTING SERVICES

--Serve as the IIT Staff Liaison to academic departments as assigned by the Director. Duties include:

1. working with department faculty on the development of their computing skills, 

2. arranging special workshops and sessions of interest to the academic departments

3. supervising the student computing assistants

4. researching, reviewing, and testing new applications and technology ideas applicable to the academic departments

5. coordinating the installation of department labs

6. participating in technology meetings, workshops, etc. held by and for the departments.

--Provide consulting services to St. Olaf faculty and staff to help refine ideas for innovative projects involving academic computing, including recommendation of appropriate hardware, lab design, and software.

--Participate in the development of suitable networks and recommend appropriate hardware and software for academic departments and offices.

--Work with the IIT staff to provide documentation and handouts for the programs and services available through the Information and Instructional Technologies.

40%--STUDENT EMPLOYEES

--Select, train, and supervise a team of up to 15 student repair technicians,  as well as assist with the selection, training and supervision of the Helpdesk student consultants.

10%--REPAIR SHOP MANAGEMENT AND HARDWARE REPAIR
--Purchase, manage and maintain an inventory of spare parts and stock equipment necessary for routine repairs and upgrades.

--Order all spare parts and stock parts according to the JIT methodology.

--Maintain detailed electronic records of all equipment repairs and upgrades in the IIT asset management system.

--Develop year-end summary reports as requested including campus repair and problem trends, summaries of equipment repairs by machine model number and type and summaries of repair upgrade resolution time.

--Develop, maintain, and implement plans for the campus-wide maintenance and upgrading of all 2500 desktop computing systems and peripherals including:

1.  Preventive maintenance schedule for lab equipment.

2.  On-going preventive maintenance procedures for public lab equipment.

--Coordinate initial hardware set-up, branding and serial number authentication and logging for all new campus computing equipment.

--Assist in the building and installation of specialized electronics equipment including such items as security systems, network equipment, etc.

--Coordinate the delivery and pickup of new and reallocated equipment for all campus offices.

--Develop and adhere to environmental sound measures for disposing of old and or broken equipment.

20%—SYSTEMS AND SUPPORT SERVICES
--Assist the Macintosh Specialist support the Macintoshes in the public and residential hall lab facilities including system builds, software installations and maintenance and lab set ups.

--Assist the Desktop Systems Coordinator maintain and management the PC’s in the public and residential hall lab facilities including system builds, software installations and maintenance and lab set ups.

--Assist faculty, staff and students with general computing questions and recommendations.  

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

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

--Provide computing support services like consulting with users about virus and spyware problems, data transfers, and backups, etc.

--Work with IIT staff to prepare software for IIT and public use.  This involves thorough testing and evaluation of all new software packages, including documentation.

10%--IIT STAFF WORK
--Attend all staff meetings.

--Participate in IIT teams as assigned by the Director.

--Prepare monthly activity reports.

--Perform other duties as requested by the Director.

CONTACTS

The Computer Repair Shop Coordinator interacts with faculty, students, and staff on a daily basis.  He or she also interacts with Deans and office heads as needed.

WORK SCHEDULE

The Computer Repair Shop Coordinator is a full time position.  Evening and weekend hours may be required.

PHYSICAL DEMANDS

This position requires occasionally lifting of equipment in excess of 50lbs.

