Joe Escobar

Original .5 FTE Webmaster - Job Duties

General Duties

1. Serve as main point of contact for faculty interesting in utilizing web technologies for their teaching, classes, and students

2. Consult with faculty in person, both on and off main campus, over the phone, and via email on technical issues

3. Help faculty determine which software tools they need to accomplish desired tasks

4. Help faculty with pedagogy and planning of classroom activities based around available technology

5. Troubleshoot and problem solve with faculty presently using technology or planning to use it

6. Be connected with the educational technology community via listserv, industry publications, conferences, bulletinboards, online class offerings

7. Attend trainings and conferences relevant to the technical needs of LCC and its faculty

8. Stay informed about technical issues specific to higher education

9. Be aware of new and existing software for use by instructors, and in some cases, be competant in its use

10. Train faculty on specific software tools deemed to be innovative

11. Responsible for finding innovative technologies and bringing them to Lane for experimentation, and in some cases, widespread adoption by faculty

12. When time and workload permit, advise on technical issues for college administrative functions/tasks

Specific Duties

1. Monitor 3 email accounts for work order requests daily

2. Install, update and maintain multiple servers (including teach, test, netboot, teach2, rt1, rt2, teach3)

3. Troubleshoot Unix/Linux servers running Apache server software, Postfix mail software, PHP scripting, MySQL database, SSH, SFTP, FTP, and multiple virtual web sites

4. Main point of contact for technical help on software tools (including, but not limited to, TestPilot, Moodle, phpBB, pMachine, NetCloak, phpESP, Mozilla, Easy Web Site, SFTP software)

5. Main trainer and/or supplier of training materials (on above tools)  

6. Provide support for both Macintosh and Windows users

7. Organize and serve as instructor for LCC Faculty Fall inservice workshops for a three year period, from 2004-2006

8. Create new instructor web accounts

9. Install internet server-based software tools for instructor use

WebCT Duties (.5 FTE)

1. Monitor webct@lanecc.edu email account

2. Maintain LCC compliance with software license limitations

3. Upgrade server software

4. Upgrade WebCT software

5. Provide processes for the backup of the system

6. Work with IT on technical server, security, and network issues

7. Work with IT and Enrollment Services to complete the Banner-to-WebCT registration process

8. Maintain all WebCT administrative functions through BOTH web interface and command-line interface

9. Responsible for "front door" of WebCT server for students, including class lists

10. Constructs and maintains a course file naming convention that is organized and intuitive

11. Maintains all server files, course files, and backup files, including the purging of old courses with the consent of the instructor

12. Create new instructor accounts (for both Distance Learning and web-enhanced classes)

13. Create new student accounts (for those not created via Banner-to-WebCT process)

14. Reset passwords

15. Create new WebCT courses each term from backup files selected by instructors

16. Communicate with instructors on term by term planning

17. Create, update, and maintain online forms and data collection for new class and CRN coordination

18. Trains instructors on the adminstrative functions which they can perform, such as resetting student passwords and adding system students to their courses.

