
Western Kentucky University

Position Description

Position Title: Computer Lab Manager
FLSA Category: Exempt
Date: June 2007
Salary Grade: 108
Purpose of Position 

The Computer Lab Manager is responsible for overseeing various aspects of the School of Journalism, supervising student lab workers, and maintaining electronic classrooms.
Primary Job Functions

The following duties are customary for this position, but are not to be construed as all-inclusive.  Duties may be added, deleted, and assigned based on management discretion and institutional needs.

· Supports and maintains in-house technology equipment and assets of the School of Journalism and Broadcasting to include: developing specifications, ordering computer hardware and software, installing, configuring, diagnosing, repairing when feasible, and upgrading all School hardware and software to ensure optimal performance. 

· Manages student lab workers employed by the School.

· Maintaining and updating content on the School website.

· Provides training and support to faculty and staff on equipment operation and software applications as needed.

· Writing technical specification for the purchase of technology equipment and related products.

· Installing, configuring, testing, maintaining, monitoring, and troubleshooting hardware, peripheral devices, printing/scanning devices, presentation equipment, and other products.

· Installing and configuring computer software for classroom and faculty use.

· Monitoring electronic classrooms on a daily basis to confirm that scheduled classes take place as planned and to identify potential problem areas, for early resolution.

· Responding in a timely fashion to incoming calls, pages, and/or e-mails regarding hardware problems.

· Recommending and implementing corrective solutions to include off-site repair as needed.

· Developing and managing a computer hardware, peripheral and software inventory.

· Developing automated solutions via server technology to routine operational processes to streamline operations and to improve efficiency.

Secondary Job Functions

None. 
Minimum Training and Experience Required

Bachelor’s Degree in Computer Science is required; Minimum of two years work experience in corporate or academic information technology is required; Prior experience with computer networks and server technology is preferred; Must have experience in troubleshooting both Mach and PC hardware and software is required; Background in audio and video production would be helpful.

Knowledge and Skills Required
Must have strong customer service orientation; Working knowledge of software commonly used in Web design, print production and video editing is necessary; Knowledge of HTML, PHP and Flash is preferred.

Computer Lab Manager
Physical and Mental Abilities Required

Unknown.
Organizational Relationships

Unknown.
Performance Expectations

The duties and responsibilities of this position must be performed in a competent manner following the highest standards of professionalism, integrity, accountability, responsibility, cooperation, and customer service. 
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