








ATTACHMENT  III
ASSOCIATE DIRECTOR OF THE COMPUTER CENTER FOR APPLICATIONS DEVELOPMENTJOB DESCRIPTION

The Associate Director reports to the Computer Center's head administrator and is responsible for the supervision of the staff and activities of the department’s application development area.  

Specific Duties and Responsibilities:

1. Coordinate activities of the Computer Center's Application Development unit, including supervising programming staff, assigning and scheduling application development tasks, and developing production/operations schedules.
2. Collect job status information from application staff, maintain an overview of the current status of all application projects, report regularly on job status to the center’s head administrator and provide regular feedback to end users on their applications development requests.
3. Function as project manager using recognized project management standards on major application implementations. 

4. Work with College offices, analyzing manual and computerized systems to determine ways to improve business operations through administrative systems.  Also provide value added support to College offices on their use of administrative applications, including recommending best practices.

5. Periodically review administrative system applications with end users and programming staff, determining effectiveness and scheduling upgrades and replacements as needed.

6. Evaluate requests for application development and provide estimates on timeframes and resource requirements to the center’s head administrator or College administration as required.
7. Maintain effective Information Security practices within the application development area and collaborate with other IT administrators on the maintenance of Information Security Policies.

8. Participate in development of the Computer Center production calendar with other center administrators, operations and clerical staff.
9. Develop and maintain an overall understanding of all College application systems and related programs and provide input and recommendations to the center's head administrator on system planning and budgetary requirements.

10. Provide administrative supervision over the Computer Center when the head administrator is away as assigned.  

11. Continue to develop as an IT professional and provide professional development plans to application staff.
Educational and Experience Requirements:  This position requires a Master’s Degree in Information Systems, Business or Technology Administration; 5 years experience administering an IT operation with programming responsibilities; and demonstrated experience in systems analysis and project management.  Preference will be provided to candidates with demonstrated experience in relational database applications, particularly Oracle and SCT Banner.                                                    11/06
