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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

POSITION DESCRIPTION:  ASSISTANT DIRECTOR OF INFORMATION TECHNOLOGY
1.00
GENERAL STATEMENTS

1.01
POSITION SCOPE

a. The Assistant Director of Information Technology is responsible for performing College-wide technical leadership, and advanced system development and technical duties on multiple platforms, multiple systems or technologies.
b. The Assistant Director of Information Technology work schedule is flexible that will include evenings and possible weekends with some travel.

2.00
SPECIFIC STATEMENTS

2.01
Position Function and Category

a. Reporting Relationship:  

Reports to the Director of IT
b. Function/Category of Position:  
Institutional Support/Management Supervisory

c. Terms of Employment:  

12 months 

d. Salary Category:  


V

2.02
Supervision

a. Supervision Received:  

Reports directly to the Director of IT
b. Supervision Exercised: 

Supervises student assistants as assigned 
2.03
Key Areas of Responsibility

a. Primary Duties
· Serve as classroom technology lead for college projects, including SMART classroom design, and other college-wide educational technology projects and initiatives.
· Engage with a variety of stakeholders (faculty, campus and academic leadership, facilities, etc.) to define and document department-specific technology needs for classroom and lab AV/IT systems.
· Develop college-wide classroom and lab AV standards.
· Identify technologies and design classroom and lab AV systems to meet the needs of specific teaching modalities.
· Research and test new, emerging, and innovative technologies for classroom use.
· Performing other duties as assigned.
b. Minimum Qualifications

· Bachelor's Degree and four years technical experience, including one-year lead or supervisory experience.
Or

· Certification in areas of IT, including cyber security, enterprise data storage, project management, cloud computing, analytics and data management, application development, architecture methodologies, IT service management, networking and wireless and four years of technical experience, including one year lead or supervisory experience;

· An equivalent combination of certification, education and experience sufficient to successfully perform the essential duties of the job such as those listed above.
c. Required Skills

· Knowledge of Perl/C#/VB.
· Experience with Cybersecurity practices.
· Experience with SQL.
· Experience working with SIS software.
· Project management experience.
· Familiarity with ADA requirements.

· Excellent customer service skills.
· Communication and interpersonal skills as applied to interaction with coworkers, supervisor, students, faculty, staff, and the public sufficient to exchange or convey information and to receive work direction.
· Ability to communicate technical information to a non-technical audience.
· Experience with classroom technology including AV presentation systems, interactive displays, document cameras, video capture, and instructional software such as Zoom, Panopto, D2L or other LMS systems.

· Analyze and problem solving.
· Exercise initiative and apply independent judgment.
· Knowledge of principles of Computer Support and troubleshooting processes.
· Troubleshoot complex computer, AV or software problems.
· Maintain records and create documentation.
· Read, interpret, and apply computer technical documentation and manuals.
· Install, repair, and maintain computer and AV hardware, software, and peripherals.
d. Physical Requirements

· Manual dexterity, talking, hearing, seeing and repetitive motions
· Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to lift, carry, push, pull or otherwise move objects

· Sedentary work involves sitting most of the time. Jobs are sedentary if walking and standing are required only occasionally and all other sedentary criteria are met.
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