	NORTHEASTERN OKLAHOMA A & M 


	 


	Chief Information Officer & Online Technology Specialist 


	




	Department:   Information & Instructional Technology 
	Job Status:   Full Time

	FLSA Status:   Exempt 
	Reports To:   VP for Fiscal Affairs

	Grade/Level:   
	Amount of Travel Required:   20% 

	Work Schedule:   
	Positions Supervised:   

	
	Help Desk Manager, Computer Technicians, Systems Analyst/Programmers, Network Administrator, & Instructional Technology Coordinator 


POSITION SUMMARY 
The Chief Information Officer (CIO) will provide technology vision and leadership in the development and implementation of the college-wide information technology (IT) program.  The CIO will lead the college in planning and implementing enterprise information systems to support both distributed and centralized business operations and achieve more effective and cost beneficial enterprise-wide IT operations. Resumes or other supplemental material cannot be substituted for any part of the application. Please print a hard copy and send it along with your resume to the following address: Personnel Department Northeastern Oklahoma A & M College Box 3971 Miami, OK 74354. You may call the Personnel Office at (918) 540-6378. AA/EOE 
ESSENTIAL FUNCTIONS 
Essential Functions Statement(s) 
· Provides strategic and tactical planning, development, evaluation, and coordination of the information and technology systems for the college.  

· Facilitates communication between faculty, staff, administration, vendors, and other technology resources within the organization. 

· Oversees the back office computer operations of the student information system, including local area networks and wide-area networks.  

· Responsible for the management of multiple information and communications systems and projects, including voice, data, imaging, and office automation.  

· Designs, implements, and evaluates the systems that support end users in the productive use of computer hardware and software. 

· Develops and implements user-training programs. 

· Oversees and evaluates system security and back up procedures. Supervises all IT personnel.

· Ensures completion of tasks and objectives on time and within the budget;
· Develop technology infrastructure for the Title III, Part F, grant project 
· Develop and pilot online services, incorporating best practices in online support and working with vendors, faculty, and staff
· Provide support for pilot projects using technology for online student services

· Develop and pilot assessment of readiness for online classes
· Support and train faculty and staff in the use of technology for online learning and student services
· Assist with the Title III, Part F, grant project evaluation
· Other duties as assigned

POSITION QUALIFICATIONS 
Competency Statement(s) 

Experience in management and support of student information systems and information technology, direct management of a major IT operation is preferred.  Significant experience in an educational setting is desirable, specifically in technology and information systems planning to support college goals.  Experience should also include exposure to both shared and outsourced solutions, as well as support of in-house information and communication systems in a multi-site client-server environment.  Specific experience with student management, financial management and human resource management information systems is a plus.  The ideal candidate will also have:

· Familiarity with desktop, notebook, handheld, and server computer hardware. 

· Familiarity with local and wide area network design, implementation, and operation. 

· Familiarity with operating systems such as Windows. 

· Knowledge of various office productivity software programs such as word processing, databases, spreadsheet programs, and communications software. 

· Familiarity with various computer peripherals such as printers, monitors, modems and other equipment. 

· Ability to analyze and resolve complex issues, both logical and interpersonal. 

· Effective verbal and written communications skills and effective presentation skills, all geared toward coordination and education. 

· Ability to negotiate and defuse conflict. 

· Self-motivator, independent, cooperative, flexible, creative. 

Comprehensive knowledge of:

· Data processing methods and procedures, and computer software systems

· Systems design and development process, including requirements analysis, feasibility studies, software design, programming, pilot testing, installation, evaluation and operational management

· Business process analysis and redesign

· Design, management, and operation of managed IT systems

Proven skills in:

· Negotiating with vendors, contractors, and others

· Budget preparation and monitoring

· Planning and organizing

· Management and leadership

· Communication

Demonstrated ability to:

· Relate to all levels of the user community

· Be a team player that motivates and educates other team members
· Plan, implement and support systems in a complex education environment

· Set and manage priorities

· Comprehend complex, technical subjects

· Translate technical language to lay audiences

· Link and apply complex technologies to business strategies
· Detail Oriented - Ability to accurately collect/report data and maintain documentation

· Friendly - Ability to exhibit a cheerful demeanor toward others

· Organized - Ability to plan and follow through with multiple projects.

· Competency Statement(s) - Ability to be internally inspired to perform a task to the best of one's ability using his or her own drive or initiative.

· Tactful - - Ability to show consideration for and maintain good relations with others.

· Working Under Pressure - Ability to complete assigned tasks under stressful situations. 

· Communication - Competency in technical writing and presenting information publically.

· Research Skills - Knowledgeable in basic research design and analyzing data using statistics. 

Education and Experience: Bachelor’s degree required in Computer Science, Business Administration or a related field or equivalent experience.  A Master’s degree in Higher Education Administration, Computer Science, Business Administration, or instructional technology or related field is preferred. Must have a current driver’s license and access to reliable transportation; ability and willingness to travel when necessary.

The College has reviewed this job description to ensure that essential functions and basic duties have been included. It is intended to provide guidelines for job expectations and the employee's ability to perform the position described. It is not intended to be construed as an exhaustive list of all functions, responsibilities, skills and abilities. Additional functions and requirements may be assigned by supervisors as deemed appropriate. This document does not represent a contract of employment, and the College reserves the right to change this job description and/or assign tasks for the employee to perform, as the College may deem appropriate. 
