STAFF JOB DESCRIPTION
Instructions
and
Writing Guide

A Job Description must be completed in order to begin recruitment/selection of any and all staff
vacancies. You will be notified by HR once the job description has been approved. You must complete
all applicable sections of the job description template in order for it to be considered for approval.
A job description is a formal document that summarizes the important functions of a specific job. It
should accurately represent overall actual duties and responsibilities as well as job specifications. It does
not need to capture each task performed in the function. Job descriptions are the documents on which the
University bases position postings, job interviews, and performance appraisals.
Before writing a job description, here are some helpful hints to consider:
DO:








Refer to the Job Description Instructions and Writing Guide.
Use a factual and impersonal style.
Base the job description on the department’s needs.
Use a logical sequence in describing duties and responsibilities (key responsibility first,
followed by others).
Focus on critical activities.
Refer to job titles rather than incumbents, i.e., “Reports to Finance Manager” instead of
“Reports to Sue Smith.”
Avoid gender‐based language.

DON’T:
 Use the narrative form when writing a job description.
 Base the content of the job description on the capabilities, skills, and interests of the
incumbent.
 Write the job description based upon the desired job classification.
 Write the job description as step by step guide on how to do the job.
 Include minor or occasional tasks, which are not unique to a specific job.
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At Hamline University, each job description should adhere to the following general format:

JOB TITLE:
Enter job title.
DO:
Use titles which describe the nature and level of work performed. Avoid inflating titles. Existing
Position Titles (Attachment A) should be used whenever possible to assure consistency of job
grading, other comparisons throughout the University and for external wage survey purposes.

DEPARTMENT:
Enter the Department Name and Budget Number.

POSITION TYPE:
Please indicate using the drop down menu, whether the job description is Revised, Existing (no changes),
or New (if existing, please attach original job description).

POSITION PURPOSE:
Write three or four sentences to state the major purpose, objective or function of the position.
DO:
Focus on the job requirements in light of the organization’s current needs and long‐term objectives. It
may be helpful to write the position summary after identifying the representative duties and
responsibilities of the position.
This section is not intended to be a reiteration of the duties, responsibilities, and qualifications for the
job. It is, rather, a concise description telling why the job exists.
To illustrate: “This job entails editorial, layout, and graphic design work on a wide range of brochures,
newsletters, posters, and other marketing materials which are targeted to student and alumni
audiences” summarizes the primary purpose of the job without going into specific duties and
qualifications.
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REPRESENTATIVE DUTIES AND RESPONSIBLITIES:
List the overall job duties (not tasks) regularly performed by an employee in the position. Also identify
the proportional time to be spent by the employee on each such duty. The total of the percentages
identified should be 100%.
DO:







Describe fundamental duties, responsibilities required for the position.
List them in descending order of importance to the extent possible.
Focus on critical activities. Disregard minor occasional tasks, which are not unique to a
specific job.
Use clear and concise language; closely related duties should be grouped together in one
responsibility statement.
Begin each duty/responsibility with an action verb with an implied subject (who) and explicit
work objects and/or outputs (what).
Keep sentence structure as simple as possible; omit unnecessary words that do not
contribute pertinent information.

For a list of sample, generic representative duties and responsibilities, see Attachment B.
REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:
Describe the knowledge, skills and abilities required to perform the essential functions of the job. Divide
them into requirements and preferences.
Clarify the actual tasks and responsibilities before you start thinking about what special attributes will be
needed by the person who will be fulfilling those responsibilities. Every entry in this section must be
supported by the Representative Duties and Responsibilities section.
DO:
Use specific language for the knowledge/skills/abilities. For example:
Too General

Specific

Computer literate

Proficient with MS Word, Excel, QuickBooks

Good communication skills

Ability to communicate technical information to non‐
technical audiences

Handles administrative tasks

Receives, sorts, and files monthly personnel action
reports

Whenever possible, incorporate appropriate adjectives such as "basic", "intermediate", or "advanced"
to indicate the required level of proficiency.
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MINIMUM EDUCATION / EXPERIENCE
State the minimum education, knowledge and/or work experience required to effectively perform the job.
All qualifications must be job related. These are the minimum requirements necessary for someone to
perform the job. The following criteria should be included in this section:


Education requirements. Please choose one from the drop down menu.



Specific experience or skill set if applicable.



Years of experience. The statement of experience should usually be shown as “X years of
specific experience.”

Don't lock yourself into strict requirements that may prevent you from considering qualified candidates.
Consider substitutions (example: “Bachelor’s degree or a minimum of 6‐8 years of relevant professional
experience”).
PREFERRED EDUCATION / EXPERIENCE
List any additional or desired education and/or experience that would enhance the capability of any
individual to effectively perform the job.
DO, as applicable, address the following:







Work experience in higher education
Higher level of college degree
Advanced skills or knowledge
Professional certification
Advanced degrees or certifications
Specific work experience

REQUIRED LICENSURE/CERTIFICATION/REGISTRATION:
State any/all licensing, certification or registrations required to successfully complete the essential duties
of the job.
FINANCIAL RESPONSIBILITIES:
State the budget for which this position will be directly responsible, if any. State the revenue for which
this position will be directly responsible, if any. Describe any other significant financial responsibilities
for which the position is held accountable. This includes work related to departmental and other budgets,
revenues, contracts and grants.
REPORTING RELATIONSHIPS:
Identify the title (not the name of the supervisor) of the position to which this employee will report. Also
list the number and level of employees this position supervises both directly and indirectly through other
employees.
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WORKING CONDITIONS / EQUIPMENT:
Describe any special working conditions or physical demands of the job. (This may include exposure to
loud noise, chemicals, radioactive material; any lifting required and approximate weight and frequency;
ability to sit for long period of time at desk and/or computer; ability to work on call; any heavy equipment
use; ability to travel on and off campus locations.)
To illustrate:
“Duties are performed indoors in office environment / Duties require extended periods of standing,
walking, sitting, and talking or hearing / Duties require occasional periods of climbing or balancing,
pulling/pushing items, lifting/carrying items, keyboarding, reaching with hands and arms, stooping,
kneeling, crouching, or crawling / Weights up to 50 pounds are encountered on a monthly basis /
Vision requirements include close vision and ability to adjust focus / Must be able to do math at the
algebraic level / Reading materials and verbal instructions encountered in this position require
complex interpretation / Must be able to transport oneself to work‐related meetings, workshops,
conferences, etc.”
This information is important to ensure that job descriptions, when necessary, include appropriate
language about the physical requirements of the job for monitoring compliance with the ADA.
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ATTACHMENT A
Existing Positions ‐ Categories of Titles

Administrative Assistant
Administrator
Advisor
Analyst
Assistant Dean
Assistant Director
Assistant Program Director
Associate Dean
Associate Director
Associate Program Director
Associate Registrar
Associate Vice President
Athletic Director
Campus Ombudsman
Career Counselor
Cashier
Chaplain
Coach
Controller
Coordinator
Counselor
Dean
Director
Dispatcher
Division Leader
Engineer
Executive Assistant
Financial Counselor
Lead Dispatcher
Librarian
Library Assistant
License Certification Officer
Major Gifts Officer
Manager

Program Administrator
Program Assistant
Program Coordinator
Program Director
Program Administrator
Programmer/Analyst
Project Manager
Registrar
Security Officer
Security Sergeant
Senior Associate Vice President
Specialist
Supervisor
Technician
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ATTACHMENT B

SAMPLE REPRESENTATIVE DUTIES AND
RESPONSIBILITIES STATEMENTS

The following are some sample statements of representative duties and responsibilities for:


PUBLIC RELATIONS / ADMISSIONS / DEVELOPMENT



RESEARCH / RESEARCH SUPPORT



STUDENT SERVICES



ADMINISTRATIVE SUPPORT



IT



SUPERVISORY

PUBLIC RELATIONS / ADMISSIONS / DEVELOPMENT
Identifies, solicits, cultivates, and stewards, donors and donor prospects including corporations,
foundations, and individuals.
Oversees the planning and coordination of fund-raising activities such as television on-air, direct
mail, telemarketing campaigns, special events, and banquets.
Writes solicitation proposals, reports, press releases, and communication materials.
Assists in short- and long-range strategic planning activities to create and implement fundraising goals and objectives.
Designs and produces promotional materials including brochures, newsletters, and flyers.
Maintains database files and records including those used to track contributions and maintains
accurate mailing lists.
Develops and maintains a comprehensive list of press, media, and community communication
mediums; writes, produces, and distributes press kits, feature stories, calendar listings, public
service announcements and other items for all sponsored events.
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ATTACHMENT B
Conducts media relations efforts; establishes and maintains contacts with key media personnel;
develops and implements press conferences, photo sessions, and press/media events.
Assists in the development of and manages production and delivery of publications, including
season brochures, flyers, posters, direct mail promotions, calendars, and other marketing
support materials; writes, designs, and produces materials.
Assists in the development and implementation of a variety of special events and promotional
activities.
Develops and manages a promotional display and signage program.
Assists with sales and market analyses of public relations programs.
Interacts with donors and prospective donors to cultivate and increase support.
Oversees the maintenance of database records and files, including those used to track donor
and gift information.
Coordinates and produces a range of financial, budget, and ad hoc reports, proposals, and
analyses for management.
Maintains official records of endowments, scholarships, major gifts, and other contributions;
prepares a variety of financial, statistical, and analytical reports for management and
departmental use.
Plans, develops, and implements student recruitment strategies, goals and objectives, and
administers and evaluates all recruitment activities for the school.
Oversees and coordinates the student applications process, and the development of applicant
data; reviews and screens first-year, transfer, and visitor applications, and participates as a
committee member in decision making regarding acceptance of applications.
Advises prospective and accepted students on a broad range of issues pertaining to
admissions/acceptance standards and requirements, and financial and administrative
assistance programs and resources.
Develops and administers operating policies and procedures pertaining to student admissions
which are in compliance with related federal/state regulations and guidelines and overall
University and school policies.
Develops and publishes various student recruitment and admissions materials; responds to
external inquiries from a range of constituencies with regard to admissions and financial aid.
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Oversees, coordinates, and administers the financial aid function for the school, to include grant
aid and merit awards to students; interprets and implements financial aid policies, regulations,
and procedures; directly participates in the solicitation of funding for financial aid programs.
Acts as principal liaison with the University Financial Aid Office in the provision of financial
assistance for students and in the resolution of financial aid problems.
Plans, develops, and presents seminars, publications, and information materials regarding
student admissions and financial aid programs.
Keeps abreast of current national and regional trends and data in student admissions and
financial assistance programs; prepares and presents comprehensive written reports.
Represents the organization at various community and/or business meetings; promotes existing
and new programs and/or policies.
Identifies, gathers, and summarizes bibliographic materials from both University and external
resources for monthly higher education publication
Reads and summarizes research materials that have bearing on higher education to maintain
information as a reference resource for articles.
Edits and proofreads documents to check for adherence to standards of usage and publishing
style.

RESEARCH / RESEARCH SUPPORT
Plans, coordinates, and conducts scientific research requiring judgment in the independent
evaluation, selection, and substantial adaptation and modification of standard scientific
techniques.
Demonstrates and applies thorough understanding of scientific methods, research protocols,
assessment instruments, and data interpretation.
Designs, performs, and/or oversees experiments and data collection to ensure data integrity,
quality control, and protocol compliance.
Collects, analyzes, and interprets data; prepares statistical and narrative reports and/or graphs,
as appropriate to the specific position; prepares manuscripts for publication; presents research
results to scientific conferences and other groups.
Performs most research assignments independently with instructions as to the general results
expected.
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Ensures proper care in the use and maintenance of equipment and supplies; promotes
workplace safety.
Maintains a broad knowledge of state-of-the-art technology, equipment, and/or systems.
Searches computer databases for reference works, literature, documents, newspaper articles,
and statistical records to obtain data on assigned subject for research projects.
Analyzes data and prepares statistical models to evaluate validity of information utilized in the
assigned research project.
Writes reports and presents data to professional groups in formats such as abstracts, graphs,
bibliographies, or maps to convey mutual understanding of the research findings and results.
Interviews individuals to seek answers to research questions and to obtain data in accordance
with study protocol.
Develops technical manuals and reports on the operation of complex apparatus uses in
instructional and demonstration laboratories to assist laboratory workers in proper use of
facilities and equipment.

STUDENT SERVICES
Conducts scheduled counseling sessions with each first-year student for the purpose of
monitoring progress toward individual goal achievement.
Plans and implements life and study skill workshops and special orientation sessions to
enhance student's university experience.
Provides accurate, relevant information to students regarding financial aid and post-secondary
educational institutions to assist students in making appropriate informed selections.
Promotes communication among various University-wide programs and services which aid new
students in the transition to the University in order to coordinate related services and to identify
operating efficiencies.
Counsels undergraduates on all facets of career planning and placement so that students will
have clear understandings of available career paths after graduation.
Analyzes trends in student recruitment and retention programs; designs and implements
recruitment programs for targeted groups of potential students and develops strategies for
program evaluation.
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ATTACHMENT B
Creates and distributes a range of resource and promotional materials designed for the
recruitment and retention of targeted groups.
Prepares reports and proposals and responds to inquiries from students and external agencies.
Plans, organizes and implements class reunions using direct mail, telephone, and personal
solicitations to ensure optimum participation.
Monitors the assignment of all classrooms and the movement of courses within the University
registrar’s classroom pool and performs space utilization analyses to ensure that available
space is put to most efficient use.
Establishes and maintains residence life programs and services for University single student
residence halls.
Responds to inquiries and investigates and resolves problems related to transactions handled
by the department; serves as liaison with other departments or units in the resolution of day-today administrative and operational issues.
Coordinates the assignment of apartments, duplexes, houses and individual rooms within the
residence halls in order to ensure high levels of resident occupancy, safety and security.

ADMINISTRATIVE SUPPORT
Monitors revenue and expenses for departmental or unit accounts; ensures expenditure control
and compliance with funding and reporting requirements, University policy, and standard
accounting procedures.
Prepares financial data for input into the institution's automated financial and human resources
management systems and generates reports; performs calculations which may include interest
and depreciation.
Coordinates the preparation of regularly scheduled and special billings, costs reports, analyses,
studies, inventories, and financial statements for local, state, federal, and private funding
sources.
Reviews and approves expenditure, personnel, and purchasing documents for availability of
funding, mathematical correctness, and compliance with University policy and state and federal
funding requirements.
Analyzes, reconciles, balances, and maintains accounting records; develops budgets and
special financial reports.
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ATTACHMENT B
Prepares, reviews, and processes budget, revenue, expense, payroll, and related correcting
entries and may prepare bank reconciliations of intermediate complexity.
Instructs department members in unrestricted and restricted funding requirements and methods
and provides information for budget development.
Monitors and reviews accounting and related system reports for accuracy and completeness;
prepares and reviews budget, revenue, expense, and payroll entries, invoices, and other
accounting documents.
Analyzes revenue and expenditure trends for the funding monitored by this position;
recommends appropriate budget levels and ensures expenditure control.
Develops accounting applications for personal computers, supervises the input and handling of
financial data and reports for the institution's automated financial and human resources
management systems, and serves on committees which develop fiscal policies and procedures.
Interacts with internal and external auditors, participates in auditing projects, and provides
information and access to accounting records as required.
Oversees daily processing and accounting for revenue and expenditures by departments; audits
and reports financial transactions to funding sources; ensures accuracy, completeness, and
compliance with University, local, state, and federal requirements, and standard accounting and
audit procedures.
Maintains key unrestricted and/or restricted fund ledgers and provides specialized accounting
for the maintenance, control, and reporting of revenues, expenditures, assets, liabilities,
equities, and payroll.
Interprets and analyzes financial operations and transactions, forecasts trends, and develops
special complex reports and analyses for management and funding agencies; makes
recommendations for asset utilization and expenditure control.
Designs complex accounting and database applications for personal computers; balances and
maintains ledgers for the automated financial and human resource management systems.
Keeps abreast of University policies and procedures, current developments in accounting and
auditing professions, and changes in local, state, and federal laws, as applicable.
Oversees the supervision of assigned personnel, which includes work allocation, training, and
problem resolution; evaluates performance and makes recommendations for personnel actions;
motivates employees to achieve peak productivity and performance.
Plans and develops archival collections, including participation in the establishment and
implementation of policies and standards for the archive.
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ATTACHMENT B
Analyzes and evaluates printed and/or non-printed materials to appraise value to posterity;
coordinates the acquisition, cataloging, maintenance, and preservation of valuable material and
the disposition of worthless material.
Prepares descriptions and reference aids for use of archives, such as lists, indexes, guides,
bibliographies, abstracts, and microfilmed copies; cross-indexes materials as required.
Develops and implements procedures for the acquisition, processing, and preservation of
archival materials.
Advises and assists researchers in the application of archival materials in research activities;
interprets requirements and supplies and consults on archival information.
Requests and/or recommends pertinent materials available in libraries, private collections, or
other sources for inclusion into archives.
Supervises development and preparation of research proposals, contracts and subcontracts,
including assistance in budget and form preparation and interpretation of funding requirements
and regulations; serves as an advisor and liaison for administrators, faculty, and/or staff
requiring assistance in the preparation of proposals, contracts, and agreements.
Analyzes and evaluates contract and grant budgets for correct calculation of expenditure
categories such as salaries, percentage of effort, salary adjustment increases, fringe benefits,
indirect costs, materials, and equipment.
Acts as the lead negotiator and liaison between the University, funding agencies, and contract
entities; researches, drafts, and approves formal responses to requests for proposals,
quotations, contracts, and agreements.
Analyzes and evaluates awarded proposals, contracts, and subcontracts for compliance with
funding agency, state, and University policies and procedures; prepares required acceptance
documentation and obtains official University signatures.
Formulates processes and procedures to effectively and efficiently negotiate contract and grant
pre- and post-awards to meet University requirements within policy parameters; researches
appropriate federal, state, and local requirements to facilitate compliance by all parties; assists
in arbitration and resolves conflicting interests as necessary.
Coordinates receipt of awards and contracts with principal investigators and post-award contract
and grant accounting administration; maintains proposal and funding records in database
systems and prepares scheduled and special reports, studies, and analyses; recommends
approval or rejection of deviations from contract specifications.
Participates in special projects and performs associated administrative duties as assigned; may
provide functional direction to lower level technicians on assigned work.
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ATTACHMENT B
Manages multi-craft activities involved in preventive, scheduled, and emergency maintenance,
cleaning, repair, and renovation of buildings, mechanical systems, physical plant, and grounds.
Oversees all facets of the daily operations of the organizational unit, ensuring compliance with
University, state, and federal laws, policies, and regulations.
Develops and implements policies and procedures consistent with those of the organization to
ensure efficient and safe operation of the department.
Oversees activities of contractors, vendor personnel, and suppliers.
Monitors contracts for compliance and controls costs; monitors general expenditures of unit.
Maintains compliance with departmental security, audit procedures, and University policy.
Assists in facility and space usage planning; advises administration on the application of
institutional policy, regulations, and standards relating to the management of physical
resources.
Performs quality control inspections to ensure adherence to contract specifications and industry
standards.
Develops and implements systems to maintain records on employees, equipment, and
compliance activities.
Develops and maintains emergency/disaster preparedness and recovery plans.
Provides information, resolves problems, and trains customers on products and services,
ensuring customer satisfaction.
Ensures proper care in the use and maintenance of equipment and supplies; promotes work
place safety.
Manages daily operations of employment programs reflecting the highest service orientation
including recruitment activities, applications processes, candidate screening and referral
services; reviews employment practices and departmental selection processes; provides
direction and leadership in the management of employment strategies, programs, and practices.
Monitors program efficiency; develops reporting procedures and other methods to establish
program accountability and measure success; revises processes and procedures to reflect
contemporary approaches to human resource management and to improve program
effectiveness.
Supervises professional and administrative support staff; assigns work and special projects;
monitors workload and productivity; evaluates performance; promotes staff training and
development; provides assistance in analyzing and resolving complex issues.
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Provides guidance to managers and staff regarding employment practices, policy interpretation,
problem resolution, and compliance with University regulations and state and federal law.
Designs and implements programs and services that assist individual applicants, enhance
career opportunities for current employees, and strengthen the quality of applicant pools.
Directs and evaluates the development of valid assessment tools, scoring and rating standards
used in evaluating job applicants' training and experience, and researches and applies valid
selection criteria.
Supervises the maintenance of search, applicant, and employee personnel files and the
accurate entry of data to human resources information systems and databases to achieve the
optimal use of available technology.
Conducts outreach recruitment activities with University and community groups, minority
organizations, and public employment offices to establish rapport, maintain employment referral
contacts, and enhance job placement opportunities for members of protected groups.
Oversees the new employee orientation program.
Manages and administers a variety of employee- and employer/employee-supported benefits
programs, including group life insurance, health and accident insurance, flexible spending
accounts, and retirement programs; monitors program effectiveness and makes
recommendations for program improvement.
Writes requests for proposals, negotiates with insurance carriers and contractors, and oversees
administration of contracts or other agreements involving employee benefits.
Responds to and resolves employee concerns regarding University benefits programs; advises,
approves, or denies exception requests.
Ensures that development and execution of administrative policies governing employee benefits
are in compliance with all local, state, and federal regulations.
Serves on designated committees and advisory boards as appropriate in order to maintain open
communications with faculty, staff, healthcare providers, insurance carriers, and other
constituent groups.
Oversees processing of all documents necessary for implementation of various benefits
programs and maintenance of such records as required for compliance with ERISA, COBRA,
and other applicable regulations.
Compiles and analyzes financial and statistical data for contract negotiations, administrative
reporting, and program evaluation.
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Oversees and/or conducts employee benefits orientation sessions; oversees production and
dissemination of all benefits information materials.
Informs, gives advice, and counsels management on trends and current developments in the
field of employee benefits programs.
Establishes and implements short- and long-range goals, objectives, policies, and operating
procedures.
Counsels staff on career issues; administers and interprets career and personality
assessments.
Assesses mental and emotional health of staff; makes referrals when appropriate.
Oversees and coordinates day-to-day career counseling and advisement activities; plans,
schedules, and delivers presentations on career development, job searches, personality types,
and team building to University classes, student organizations, and other University
departments.
Oversees materials in the career resource library; makes recommendations for purchases of
books, software, videos, publications, and other career resource materials.
Prepares brochures, pamphlets, and handouts on career services for general distribution;
prepares and distributes publicity for career fairs, speakers, and other services.
Oversees all facets of the daily operations of the organizational unit, ensuring compliance with
University, state, and federal laws, policies, and regulations.
Represents the organization at various community and/or business meetings; promotes existing
and new programs and/or policies.
Oversees and coordinates the production of all biweekly, monthly, special compensation, and
summer session/summer research payrolls; oversees the issuance of special checks on a daily
basis.
Ensures the accurate payment and reporting of all University employee benefits in compliance
with the provision of tax laws, federal/state regulations, and University policy.
Manages the development, implementation, and administration of department records systems
and procedures; oversees, monitors, and controls quality of the data entry of all payroll records
onto the human resources system.
Oversees and coordinates the planning, implementation and administration of programs to
develop, adjust, and/or enhance payroll systems and procedures as required, due to changes in
tax laws, regulations, and University pay policies/compensation initiatives.
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Plans, coordinates, and oversees the production and distribution of all employee tax statements
and notifications as required by law.
Develops and manages annual budgets for the organization and performs periodic cost and
productivity analyses.
Plans, develops, recommends, negotiates, and administers complex contracts and proposals;
evaluates and awards bids and proposals.
Ensures that purchasing business practices are compatible with University policies and state
and federal laws.
Assists in responding to customer inquiries; serves as customer service representative.
Approves all large dollar volume acquisitions for compliance with appropriate regulations.
Manages specific small business and/or purchasing programs.
Ensures compliance with all environmental health and safety standards promulgated by all local,
state, and federal agencies through development and implementation of on-site inspection and
monitoring programs.
Researches, designs, constructs, and tests electronic systems and equipment to support the
specific and immediate research needs of faculty members of the department.
Directs activities of staff to ensure that manufacturing, construction, installation, and operational
testing conform to functional specifications and client requirements.
Monitors and maintains appropriate revenue levels by actions such as letter of credit draw
downs and cost reimbursement or fee-for-service billings; oversees major liability accounts for
the organization.
Designs complex accounting and database applications for personal computers; balances and
maintains ledgers for the automated financial and human resource management systems.

IT
Directs departmental operations and supervises employees directly and through lower level
managers and supervisors.
Participates in development, implementation, and maintenance of policies, objectives, shortand long-range planning; develops tracking and evaluation programs to assist in
accomplishment of established goals.
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Develops and establishes policies and objectives consistent with those of the organization to
ensure efficient operation of individual departments.
Consults and coordinates with University officials on matters of policy, interdivisional interaction,
and capital improvement issues.
Collaborates with departments and administration to establish goals and priorities for technology
solutions to meet institutional needs.
Develops and manages annual budgets for the organization and performs periodic cost and
productivity analyses.
Develops and administers budgets and plans for technology development and deployment at
the institution.
Recommends and participates in the development and establishment of University policies and
procedures; may serve on University planning and policy-making committees.
Maintains a broad knowledge of state-of-the-art technology, equipment, and/or systems.
Develops and designs methods and procedures for collecting, organizing, interpreting, and
classifying information for input into computer and retrieval from computer utilizing knowledge of
symbolic language, optical or pattern recognition, database construction, and retrieval methods.
Develops alternate designs to resolve problems in input, storage, and retrieval of information,
utilizing knowledge of electronic data processing principles, mathematics, and computer
capabilities.
Performs needs assessment activities and works with other information systems personnel to
determine feasibility of development of new databases and/or enhancements or modifications to
existing databases.
Develops specifications for data capture and input; monitors input to ensure consistency,
quality, and integrity of data.
Programs, debugs, and runs a variety of scheduled and ad hoc listings, summaries, statistics,
labels, and other electronic and/or presentation reports.
Provides technical assistance and training to department personnel in the use of personal
computers, standard software packages, and on-line information systems.
Makes recommendations for on-line program enhancements; assists in testing and
implementation of modifications and enhancements.
Sets up and maintains staff security access codes; manages departmental local area and/or
wide area networks.
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ATTACHMENT B
Maintains a broad knowledge of state-of-the-art technology, equipment, and/or systems.
Oversees and coordinates the provision of computer hardware/software and network support, to
include systems design, implementation, and troubleshooting, security and backup design, user
access, and administration.
Interacts with department faculty and staff to determine and interpret information requirements;
acts as primary point of liaison with user departments, and plans, designs, and develops
integrated hardware/software solutions.
Designs, creates, and oversees the implementation of software applications as appropriate to
meet specific information requirements; oversees the development of programs and generation
of reports.
Develops, installs, manages, and services the local area network(s) for the entity; performs file
maintenance, responds to calls for assistance, and schedules and coordinates maintenance
and repairs.
Evaluates, procures, and coordinates installation of computer hardware, software, and
associated supplies in accordance with operational requirements and budget restraints.
Oversees all facets of the daily operations of the organizational unit, ensuring compliance with
University, state, and federal laws, policies, and regulations.
Oversees the supervision of assigned personnel, which includes work allocation, training, and
problem resolution; evaluates performance and makes recommendations for personnel actions;
motivates employees to achieve peak productivity and performance.
Establishes and implements short- and long-range goals, objectives, policies, and operating
procedures.
Plans and designs telecommunications, cable television, and campus data communications
network conduits and cabling to meet organizational requirements; determines where and how
cables should be laid, where to cut cable, what type of cable to use, and what route to follow.
Performs various traffic tests to determine cabling needs; consults with University administrators
to plan network additions, renovations, and expansion.
Evaluates requests for system enhancements and develops schedules for completion.
Researches and documents existing conduits, cabling, and/or campus data communications
networks; keeps charts and records to show location of all cables.
Performs tests and analyzes test figures made when cable faults occur to determine exact
location of cable breaks or malfunctions; determines where and how cables should be cut and
spliced.
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Develops bid specifications, obtains project estimates from contractors, and coordinates work in
progress.
Develops and maintains emergency/disaster preparedness and recovery plans.
Develops and implements concepts, policies, and standards for the operation of the Web site,
within overall goals and parameters established by senior management of the organization;
designs consistent methodologies for the development of Internet resources across the
organization.
Coordinates, integrates, and manages information contributed to the Web site; establishes
template formats and logical structures for Web pages as appropriate; may guide and assist
contributors with editorial and publishing-related issues as appropriate.
Performs short- and long-term strategic planning of the integrated Internet resources for the
organization.
Identifies training needs and prepares and delivers technical training to contributors and others
on the use of authoring language, conversion tools, and other Web site methods and
techniques, as appropriate.
Performs ongoing evaluation of Web site software and hardware to ensure the continued and
future effectiveness and efficiency of the Web site.
Establishes and maintains Web site directory structures, configuration files, and content files;
oversees the testing and troubleshooting of Web site systems and applications software and
hardware.
Evaluates, recommends, and administers Internet search systems and programs; designs
interactive authoring language forms to support on-line information exchange.
Instructs, assigns work, and functionally supervises staff and/or student employees engaged in
similar work activities.
Collaborates with faculty and staff to research, design and produce highly complex computer
media development and multimedia projects for use in computerized instruction, training,
presentations, etc.
Researches, illustrates, designs, and supports comprehensive Web page development
including motion graphics and audio files.
Trains and assists campus faculty in computer-based applications for use in World Wide Web
publishing and instruction.
Consults with and advises manager with regard to project status, client budgets, and special
requirements.
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ATTACHMENT B
Estimates costs and provides detailed records of procedures, time worked, and billing
information.
Illustrates, designs, and edits printed publications, brochures, flyers, catalogs, and curriculum.
Researches, locates, and coordinates with outside services including publishers, printers, video
and live action digital media editors, photographers, and advertising and promotion companies.
Reviews and evaluates computer software to meet media design needs.
Utilizes new software and instructs internal staff and institutional clients in software applications
as expertise is achieved.
Ensures that computers, printers, film recorders, and other specialized equipment are in working
order; arranges for repairs as necessary.

SUPERVISORY
Supervises and coordinates activities of workers engaged in maintaining records of contributors
and grants and preparing letters of appreciation to be sent to contributors.
Provides leadership and guidance for the office's professional and support personnel; plans and
administers the unit's annual operating budget.
Leads and coaches the team to recruit and retain high caliber staff.
Provides strong, effective and highly visible leadership to the department’s team in order to
capitalize on the full potential of this most critical resource.
Ensures that all employees are stimulated, motivated and guided to contribute fully to the
realization of the university’s mission, vision, goals and objectives.
Empowers employees to identify innovative approaches to enhance organizational
performance.
Manages a team of professionals and unionized staff who enhance records, trace lost alumni,
and ensure email addresses are obtained, job titles are accurate, and that coding is accurate.
This will be accomplished by the development and monitoring of performance measures,
benchmarks and performance targets.
Responsible for personnel administration by: overseeing interviewing and hiring staff;
developing and revising performance objectives, standards; and position descriptions.
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ATTACHMENT B
Evaluates and appraises and implements improved work flow procedures and better staff
utilization. Recommends and plans for professional development and training.
Responsible for the full range of HR duties of a manager: hiring, discipline, performance
management, grievances, trains and instructs staff in new and more efficient work procedures;
ensures quality control objectives are realized.
Supervises research intern and manages outsourcing of research work, as appropriate;
Serves as team leader for organization's efforts to understand its constituent data by guiding
analysis and segmentation efforts.
Supervises and coaches office manager on a weekly basis.
Directs via project managers the software, knowledge base, data base and customer support.
Coordinates the efforts for a large team of a diverse, creative and highly technical group of
engineers.
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