
Western Kentucky University

Position Description

Position Title: Information Technology Consultant
FLSA Category: Exempt
Date: June 2007
Salary Grade: 108
Purpose of Position 

The Information Technology Consultant is responsible for maintaining information technology on campus.
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.

· Purchases, maintains, and distributes various software licenses for the campus community.

· Manages the ELMS online software distribution system.

· Conducts training classes on software and equipment for audio and video production, audio and video editing, podcasting, graphic design, and DVD authoring.

· Trains, supervises, and manages a team of student workers that aid in user technical support and training.

· Manages audio and video equipment check-out to faculty and students.

· Maintains and manages network camera security system for selected Academic Technology locations.

· Maintains equipment inventory and make recommendations about equipment and software to accommodate increasing demand for services.

· Oversees deliveries of equipment and supplies.

Secondary Job Functions

None.
Minimum Training and Experience Required

Bachelor’s Degree with two years of relevant experience in instructional media support; Strong understanding of instructional technology best practices; Experience conducting training; Must remain current on developments and trends in Instructional Technology and Multimedia teaching.

Knowledge and Skills Required
Excellent communication and organizational skills; Outstanding customer service skills providing one-on-one technical support.

Physical and Mental Abilities Required

Ability to work extensive hours at a computer.

Organizational Relationships

Position reports to the Director of Academic Technology.
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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