 Lane Community College


LCC Classified Job Description Questionnaire


	


GENERAL INSTRUCTIONS


This questionnaire is designed to collect information about the duties, responsibilities and required qualifications of all classified unit positions at Lane Community College.  Please be frank and thorough in providing the information requested.





Before you begin filling out the questionnaire, please read it all the way through at least once.  Once you begin, please write legibly.  If you need additional space for any answer, feel free to attach additional sheets.





Parts A-L:	To be completed by the employee in the position.  If the position is vacant, to be completed by the supervisor.





Part M:	To be completed by the manager who directly supervises this employee.  If a lead worker provides day-to-day supervision of this employee, the manager is asked to review Parts A-L with the lead worker before completing this section.





Part N:	To be signed by the employee and the management supervisor after Parts A-M are reviewed by both parties.





Part O:	To be signed by the branch vice president, the employee and the management supervisor after they meet to discuss any differences of opinion about the employee's job description.  Leave blank if there is no disagreement about the job description.





Part P:	For Personnel Services use.


	





PART A.  -----GENERAL POSITION INFORMATION





Name: Joe Escobar			Dept: Social Science	 


Job Title:  Computer Support Specialist


Current Classification:  Computer Support Specialist (10 month contract)


Immediate supervisor: N. Okolie Uwadibie


Supervisor reports to: Mary Spilde


Normal work days:  	oSu  XM  XT  XW  XTh  XF  oS


Normal Shift:  	8am-6pm  	Annual FTE: 1.0 


How long? Oct. 16, 1995	At LCC? Oct. 16, 1995





PART B:  -----FUNCTION/PURPOSE 


Describe the primary purpose of this position in one or two sentences.  The purpose should explain WHY this position exists, not WHAT you do.  For example, a custodian in a college dormitory may clean, dust and make beds, but the PURPOSE of these activities is to provide the student with a clean and orderly place to live and study.





This position provides computer technology support for the Social Science Department, and includes Computer Managed Instruction support for the Science, English, Foreign Language, and Speech, and Industrial Technology Departments and for Florence and Cottage Grove.  The position provides technical information and assistance to students and staff and also provides administrative support for the department.    





PART C:  -----DUTIES 


Rank�
Description of Duty�
Annual 


% of time�
�
�
1�
Manage the Social Science Computer Lab Server and Social Science Windows for Workgroups network.  This includes direct supervision of a student work staff that numbers anywhere from 12-22 members.  Work with word processing, spreadsheets, database, and various utility programs.  Prepares grade sheets and computerized testing grade printouts for the social science, business, English, foreign language, and speech, art and applied design, industrial technology departments. Composes and types varied materials for use in the workplace setting.  When the need arises for files that are damaged, the use of utilities to regain lost data.   It is important to keep users in operation.  Response time is crucial.  


Train and advise staff on new and updated computer programs and procedures.  Give related training on access to network programs, training on password, and access control to department members.  HTML writing and updating the homepages for the department and individual instructors as needed.  �
60%�
�
�
2�
Responsible for operational maintenance of computer system and mainframe connections, and general trouble shooting.  Maintain 5 laser printers, mainframe Hewlett Packard line printer, 27 IBM computers, 9 HP3000 terminals, and 35 social science instructor computers (PC and Mac).  Setting up new computers and printers.  Familiarity with map of wiring schemes of the rooms/labs/offices for campus network.  Responsible for the daily tape backup of the server.   


Read, review and provide summation of technical data to management.  Research and recommend computer hardware to management.  Liaison with computer hardware and software firms for price quotes.  Access research materials and sources as necessary.  Keep a running inventory of capital outlay merchandise, i.e. computers, printers, software, etc.  Keeping up on the latest copyright laws.  �
38%�
�
�
3�
Computers that are diagnosed with problems that I cannot repair, are taken to specialists on campus for repair.  This includes Computer Services for software and mainframe-related problems and Electronic Services for hardware concerns.�
2%�
�
�
�



2.  What do you consider the most difficult or demanding part of your job?  Please explain what makes it difficult or demanding.





The most difficult or demanding part of my job is the sense of urgency that is created when technology fails the unfamiliar user.  Added to this is the extremely fast pace at which these occurrences happen.  I can be managing and troubleshooting the CMI Testing system on the mainframe, and the very next minute be helping staff and students with an software application question or local PC hardware problem.  Oftentimes, I am working on multiple projects on multiple computers at the same time.  There is often more work than time allows, but my goal is to give students and staff the same high level of service.  According to my written evaluations and verbal feedback from students and staff, I seem to be succeeding. 





	


3.  Does anything in PART C:  DUTIES need further explanation?





Much of what I do is of a highly technical nature regarding computer hardware/software usage and troubleshooting.  At the same time, personal contact and a high degree of empathy with staff and students is required.


	


PART D:  -----WORK CONTACTS


List below all regular job-related contacts.  You may wish to list contacts by title ("Degree Evaluation Clerk, U of  ") or by a general description ("computer equipment vendors").  It is not necessary to list routine contact you have with other employees within your department.  Please explain the general purpose of each contact and estimate the frequency ("daily," "once a month," etc.).





1.  Contact with employees within your department�
�
�
�
Who�
Purpose�
How Often�
�
Garry Oldham�
General Social Science Business�
3 times a week�
�
Sally Wilson�
General Social Science Business�
Daily�
�
Diana Reiber�
General Social Science Business�
Daily�
�
Ruth Wren�
General Social Science Business�
Weekly�
�
George Alvergue�
CMI Testing Business�
3 times a week�
�
Jane Benjamin�
CMI Testing Business�
3 times a week�
�
Greg Delf�
CMI Testing Business�
3 times a week�
�
Henry Janpol�
CMI Testing Business�
3 times a week�
�
John Klobas�
CMI Testing Business�
3 times a week�
�
David Leung�
CMI Testing Business�
Weekly�
�
Dave Poppe�
CMI Testing Business�
Monthly�
�
John delNero�
CMI Testing Business�
Weekly�
�
Don Wilson�
CMI Testing Business�
Weekly�
�






2.  CONTACT WITH LCC EMPLOYEES OUTSIDE YOUR DEPARTMENT�
�
�
�
Who/Dept�
Purpose�
How Often�
�
Suzanne Bunker�
CMI Testing Business�
3 times a week�
�
Mary Forestieri�
CMI Testing Business�
3 times a week�
�
Jay Frasier�
CMI Testing Business�
3 times a week�
�
Richard Null�
CMI Testing Business�
3 times a week�
�
Suzanne Bunker�
CMI Testing Business�
3 times a week�
�
Mary Anderson�
Mainframe-related troubleshooting�
Weekly�
�
Ann Augard�
Mainframe-related troubleshooting�
Weekly�
�
Alen Bahret�
Mainframe-related troubleshooting�
Weekly�
�
Shirley Baldwin�
General computer service needs�
Daily�
�
Nick Cheshire�
General computer service needs�
Each term�
�
Thad Cowdin�
Campus-wide network concerns�
2 times a week�
�
Lee Hallin�
Campus-wide network concerns�
Weekly�
�
Jerry Nehring�
General computer service needs�
2 times a week�
�
Jeff Haga�
Campus-wide network concerns�
Weekly�
�






3.  CONTACT WITH OTHER ORGANIZATIONS, BUSINESSES, AGENCIES�
�
�
�
Who/Business�
Purpose�
How Often�
�
Omnitek Computers


Liuski Computers


The Network Group


Numerous textbook and software vendors�
Computer hardware/peripherals


Computer hardware/peripherals


Novell network support


Computer software for CMI Testing�
6/month


1/month


1/month


12/month


�
�






4.  CONTACT WITH STUDENTS�
�
�
�
Purpose�
�
How Often�
�
Provide technical assistance to students in a variety of situations, from application help to troubleshooting home systems, from network concerns to mainframe testing needs.�
�
10-50 times daily�
�






5.  CONTACT WITH OTHER MEMBERS OF THE PUBLIC�
�
�
�
Who�
Purpose�
How Often�
�
General Public


�
General information about LCC and technology offered, including the Social Science Computer Lab.�
Weekly�
�



�



PART E:  -----DECISION MAKING


1.  Choose the description that explains the supervision you receive.  Check one description only;  consider the job as a whole.





o	How to perform tasks is explained in specific terms;  details of the tasks are reviewed by a supervisor when work is in progress and when it's done.


o	How to perform tasks is outlined or explained in general terms;  work is reviewed by a supervisor at regular intervals when work is in progress and when it's done.


o	How to perform tasks is usually left to my judgment with a supervisor giving occasional instructions, advice and decisions;  work is reviewed occasionally while work is in progress and when it's done.


X	How to perform tasks is my responsibility so long as work is performed according to established policies or as outlined by rules and regulations;  work is reviewed only periodically to assure conformance with established policies and to measure results.


o	How to perform tasks is  largely left to my discretion;  I have considerable freedom to interpret and apply policies, rules and regulations;  performance is measured mainly by the results. 


	


2.  What kinds of decisions do you refer to your supervisor or lead worker?


I refer decisions that involve the overall management of the Social Science Computer Lab and budgetary expenditures.  When technical assistance is required that I cannot provide, I refer to Computer Services and Electronic Services.


	


3.  What kinds of decisions do you make without referring to your supervisor or lead worker?  	What is the impact if you make the wrong decision?


	


There is no substitute for the technological expertise required by this position.  In addition, customer relation skills are essential for dealing with the inevitable series of misunderstandings that occur when human meets machine.  As the manager of the computer lab, I am the sole decisionmaker when it comes to the operation of this important facility.  The position serves in an advisory capacity for the purchase of computer hardware and software.  The position is responsible for installing, troubleshooting, and maintenance of the computer system.  The entire system will not perform at optimum levels if poor decisions are made or substandard courses of action are pursued.  Student and staff frustration would probably be the most noticeable and immediate result of a mistake on my part.


�



PART F:  ----- GUIDELINES USED IN YOUR WORK


List any established guidelines used to do this job, such as state or federal laws or regulations, policies, written procedures, standards or trade practices.  (Example:  Financial Aid regulations;  written procedures for cleaning bathrooms.)





There are procedures for inter-campus services (both requested and provided), financial transactions, CMI testing procedures (which are extremely technical and detail-oriented from inception to delivery), student record information for network accounts and usage.	





PART G:  ----- LEAD WORKER/SUPERVISORY DUTIES


1.  List the names and titles of persons you directly supervise.  If any of these persons are Work Study students (WS) or volunteers (V), check the appropriate box.


Name�
Title�
WS�
V�
�
Johanna Percilick�
Computer Lab Aide�
WS�
�
�
Scott Cusick-Felton�
Computer Lab Aide�
�
X***�
�
Cindy Gates�
Computer Lab Aide�
�
X�
�
Aimee Hart�
Computer Lab Aide�
�
X�
�
Peter Lerner�
Computer Lab Aide�
�
X�
�
Norman Libby�
Computer Lab Aide�
�
X�
�
Dianna Rhodes�
Computer Lab Aide�
�
X�
�
Francis Ross�
Computer Lab Aide�
�
X�
�
Lisa Smith�
Computer Lab Aide�
�
X�
�
Chere Vouchell�
Computer Lab Aide�
�
X�
�
Heidi Walcutt�
Computer Lab Aide�
�
X�
�
***This number of student employees listed above is smaller than has been the norm before the new student work program was initiated.  Due to lack of funds, we are operating at less than full capacity for the Fall 1996 term.  The normal number is approximately 18-22 supervised employees. 


�



2.  Which of the following supervisory duties do you perform?


X	Plan work


X	Assign work


X	Approve work


X	Instruct in work methods/procedures


X	Determine priorities


X	Set work schedules


X	Approve work methods and procedures


X	Determine staffing requirements to accomplish work


o	Approve leave requests


o	Monitor leave reports


X	Orient new employees


o	Other:





�
	


PART H:  ----- REQUIRED KNOWLEDGE, SKILLS AND ABILITIES


1.  List the knowledge, skills and abilities (KSAs) needed to perform each duty shown in PART C:  DUTIES.  In the left column, indicate whether the KSA was a minimum requirement for entry into the job or was learned on the job (R = required upon entry;  L = learned on the job).  In the column to the right, indicate the importance of the KSA to successful performance on the job using the following rating scale:


1 = minor importance


2  = somewhat important


3 = important


4 = very important


5 = critical





R = Required


L = Learned�
List of Knowledge, Skills & Abilities�
Importance


Rating�
�
R�
Strong written skills�
4�
�
R�
Strong oral communication skills �
5�
�
R�
Strong organization and time management skills�
5�
�
R�
Performance and attention to detail�
5�
�
R�
Responsibility and flexibility�
4�
�
R�
Initiative and the ability to make decisions and/or work independently with little or no supervision�
4�
�
R�
Microcomputer/mainframe computer skills i.e.: Hardware/software setup and troubleshooting, staff training, research and development of new procedures and keyboarding�
5�
�
L�
Multi-line telephone skills and techniques�
3�
�
L�
Business communication skills�
2�
�
L�
Procedures and requirements of non-credit programming�
3�
�
L�
Procedures and requirements of institutional support services�
4�
�
L�
Procedures and requirements of administrative services�
3�
�
L�
Procedures and needs applicable to outside departments, through positive communication and interaction, within the College for instructor and class scheduling�
4�
�
R�
Public Relations Skills�
5�
�
R�
Money handling abilities�
4�
�



2.  List any degrees, certifications or licenses that are required by law or by the college for you to hold your position.  Provide any explanation that you think might be necessary.





	An associated degree in computer science, computer information systems, data processing, business or a related field, with an emphasis on computer systems, is required.


	One year of related computer applications experience on PC and Macintosh, which included substantial public contact and/or training of users, is required.


	Equivalent combination of training and experience will be considered qualifying.  Applicants are responsible to show how their personal training and experience would qualify them for the position.





EXPLANATION


	My background consists of a bachelors degree in history, a California and Oregon secondary school teaching credential, and a masters degree in history (in progress). In 1992, I wrote and received a $340,000 grant to utilize technology in the classroom.  This is where my three years of equivalent training and experience have provide me the qualification for this job. 


	


PART I:  ----- VEHICLES, MACHINES, TOOLS & EQUIPMENT OPERATED





List any vehicles, machines, tools or equipment you use in your job.  Show the frequency of use (daily, weekly, monthly, etc.) and the amount of time spent using each item (1 hour per day; 1 hour per month, etc.).  If you are responsible for maintaining or repairing any of this equipment, be certain that you have listed that activity in PART C:  DUTIES.





VEHICLES, MACHINES, TOOLS & EQUIPMENT OPERATED�
FREQUENCY OF USE�
AMOUNT OF TIME�
�
PC/Macintosh computer�
daily�
Approximately 4-5 hours a day�
�
Laser /dot matrix printers�
daily�
Whenever toner/paper is needed�
�
LCC Mainframe computer HP3000�
daily�
Approximately 1-2 hours a day�
�
AV Equipment (VCR dubbing and editing equipment, computer viewers, laserdisc players)�
weekly�
time needed to aide instructors in accomplishing required tasks�
�
�
	


PART J:  -----  FINANCE AND BUDGET RESPONSIBILITIES





Check the statement which best describes your responsibilities:


o	This position has no budget or finance responsibilities


X	This position gathers information for use in budgeting and financial processes.


o	This position analyzes and interprets budget and financial data under supervision of a supervisor.


o	This position develops budget recommendations for a supervisor for the 	


	[   Technology   ] unit of the [    Social Science    ] department  (fill in the blanks).





	


PART K:  -----  	ADDITIONAL INFORMATION


Is there anything else that we should know about your job?





This position requires a unique mix of technological expertise and human relation skills.  As sole decisionmaker, a shortfall in either category could prove disasterous.  As software is upgraded and changes are made to our local network and the school-wide network, I not only provide student and staff training, but also complete a majority of the hardware and software upgrades myself.  Needless to say, the job constantly evolves and is never "finished" or "completed".


	


PART L:  -----  EMPLOYEE CERTIFICATION


I certify that the statements and responses that I have provided above are accurate and complete to the best of my knowledge.


	


Employee signature						Date





�
	








PART M:  SUPERVISOR'S COMMENTS





1.	Do you agree with the employee's statements in this questionnaire?   


	( ) Yes    ( ) No     If no, please explain.











2.	What do you consider to be the most important duties and responsibilities of this position?











3.	Indicate the minimum qualifications for a new employee in this position.  Keep the position in mind rather than the qualifications of the current employee.








	Education:








	Experience:








	Licenses, Certificates,


	Registrations:








	Knowledge, Abilities


	Skills:








	Physical Requirements:








	Other:





4.	List the names and titles of other employees under your supervision who have the SAME duties and responsibilities.











5.	I certify that the statements and responses I have provided above are accurate and complete to the best of my knowledge.





												                                                     


Supervisor signature						Date





PART N:  RESULTS OF EMPLOYEE/SUPERVISOR REVIEW





Check the appropriate statement:





(  )	We have met to review the completed questionnaire and agree that the information provided by the employee, together with the supervisor's statements, gives an accurate description of the principal duties and responsibilities of this position.  We have agreed to the following changes:




















	


(  )	We have met to review the completed questionnaire and do not agree that the information provided by the employee, together with the supervisor's statements, gives an accurate description of the principal duties and responsibilities of this position.








													


Employee signature		Date  			Supervisor signature    		Date








�






PART O:  RESULTS OF VICE PRESIDENT'S MEDIATION





CHECK THE APPROPRIATE STATEMENT:





(  )	We have met to discuss the completed questionnaire and have agreed to the 	following changes:




















(  )	We have met to discuss the completed questionnaire and have been unable 	to agree upon a job description.








 												                                                                    


  Employee signature		Date    		Supervisor signature		Date





                                    					________	


  				Vice President signature		Date


  �



PART P:  PERSONNEL SERVICES OFFICE USE ONLY











PSO review of job description required:  	(  ) Yes  (  ) No





If Yes, notification of results to:





	(  )Employee on   				              





	(  )Supervisor on    			         





	(  )VP on                    			     





	(  )Other:     			       on     			          








PSO classification recommendation:




















Appeal to JRC:		(  ) Yes(	  ) No





JRC action:


The only the boy went to the store to boy some flowers for his mother.




















Appeal to President:	(  ) Yes	(  ) No





President's action:


