
Western Kentucky University

Position Description

Position Title: Supervisor of Computer/Technical Support
FLSA Category: Non-Exempt
Date: July 2004
Salary Grade: Unknown
Purpose of Position

The Supervisor of Computer/Technical Support is responsible for maintaining merchandise and service related to computers associated with all WKU bookstore locations. 

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.

· Creates purchase orders.

· Purchases computer hardware, software, peripherals, and related merchandise for the main campus, South Campus Bookstore, and Glasgow Bookstore.

· Performs merchandising of computer hardware and software, peripherals, and merchandise.

· Receives, invoices, prices, and stocks merchandise.

· Maintains records for all inventory items.

· Maintains margins within established revenue and expense budget.

· Participates in and attends industry association meetings and trade shows.

· Sets up and maintains files and documents related to the computer department.

· Takes inventory (periodic and annual) of items in the computer department.

· Researches new vendors and products.

· Maintains relationships with vendors.

· Stays aware of industry and higher education trends.

· Assists the Marketing/Promotions intern with the creation of print advertisements.

· Maintains and updates University Bookstore web page and online store.

· Provides technical support for all in-store computers and point-of-sale devices.

· Runs routine programs to update databases, extract files, and execute file transfers between systems.

· Performs downloads and uploads of computer files and extract files.

· Performs file transfers to update in-store servers and web-based documents.

· Performs diagnostic evaluation on computing equipment.

· Installs software, memory, network cards, and other devices on store and customer equipment.

· Sets up, troubleshoots, and breaks down the book rush register equipment and textbook buyback equipment.

· Provides customer service and technical support on the sales floor.

· Supervises part-time employees in the computer department.

Secondary Job Functions

None.

Minimum Training and Experience Required

Associates degree form an accredited institution with college coursework in a related field; Bachelor’s degree preferred; one year of supervisory experience in a retail operation.

Supervisor of Computer/Technical Support

Knowledge and Skills Required
Knowledge of business and retailing practices; knowledge of e-commerce; knowledge of typing, keyboarding, PC’s and data entry; bending, stretching, pulling, pushing, and reaching required.
Physical and Mental Abilities Required
Ability to work with word processing, database, spreadsheets, graphics, communications, networking, and use other PC programs; must be able to troubleshoot with Windows and Macintosh systems; ability to create, navigate, and maintain a web site; ability to deal with large crowds of people under heavy customer demand; ability to read and record inventory information; ability to lead and motivate employees toward a common goal.

Organizational Relationships

Position reports to the Assistant Director of the University Bookstore.
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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