SAMPLE POSITION DESCRIPTION

Information Technology Consultant 2
Law School

	Posting:   
	01816

	Class:
	C1462

	Opens:
	January 13, 2006

	Closes:
	January 30, 2006

	Salary:
	$14.79 - $24.99 Per Hour


o The University of Oregon School of Law invites applications for a full-time Technical Support Analyst (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 of knowledge and skills of 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 extensive knowledge of computer concepts; ability to communicate effectively and train individuals from diverse backgrounds and cultures; ability to manage multiple tasks and deadlines efficiently.

DUTIES & RESPONSIBILITIES:

This position provides software and hardware support for faculty, administrators, and staff in the School of Law. Duties include:
... responding to technical support requests, including analyzing and troubleshooting problems; providing training for software programs and the central system to individuals and groups; preparing and providing instructional and reference materials; providing database support and administration including training users in FileMaker Pro, student data warehouse, Banner, and other central systems; maintaining documentation for current software programs, inventory, price agreements, equipment status.
... collaborating with the UO Law IT team regarding computer problems and projects; developing and implementing plans for software and hardware upgrades; communicating with hardware and software vendors by phone and in person regarding purchases or problems; recommending and ordering technology-related equipment and supplies; maintaining inventory records; overseeing printer maintenance and repair.

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 are included on your application. 

1. This position provides service to faculty, administrators, and students in the School of Law and communicates with and discusses problems with vendors. Describe experience that demonstrates your ability to communicate with and problem-solve with individuals from diverse backgrounds and cultures. Describe your strategies for providing excellent customer service. Indicate your experience training others in technical areas.

2. Describe your skills and experience supporting computer technology, including troubleshooting.

3. Describe your experience analyzing technical needs of an organization, recommending computer equipment and software, and arranging for purchases. 

