
COLLEGE OF CENTRAL FLORIDA 
JOB DESCRIPTION

JOB TITLE:
CHIEF INFORMATION OFFICER

PAY GRADE:
A-18
OVERTIME STATUS:
EXEMPT

MAJOR RESPONSIBILITY:

Responsible for effectively managing and supervising the College’s computer software and hardware systems for administration and instruction.  Responsible for providing technical leadership and assistance to developing budgets for technology and implementing funded technology. 
PREREQUISITES FOR POSITION (Qualification Standards):
I.

Education or training: Bachelors degree required; Masters preferred, in the field of Computer Science or Business Administration (with strong background in Management Information Systems).

2.
Years of experience in field: Five years of progressively responsible experience and demonstrated competence in computer systems management, information technology, systems analysis and design, systems implementation and upgrades, managing a Help Desk, and experience with reporting (including dashboards) using vendor provided tools required.  Experience in supervision of employees is required.

3. Special skills or abilities related to position: Positive human relations skills.  Ability to use effective oral and written communication.  Ability to work harmoniously with diverse College employees not experienced in information technology.  Ability to effectively and economically manage and supervise operations and staff.  Should have advanced experience in all management information functions, demonstrated ability to use computer language and analyze, evaluate and coordinate information systems and programs; demonstrated project management skills; ability to lead business process re-engineering projects; and the ability to work in partnership with our computer hardware and software vendors to accomplish the goals of the College.
ESSENTIAL JOB FUNCTIONS:
1. Provide skilled leadership to College staff in identifying and solving business problems with technology tools.
2. Provide leadership in both short-term and long-range planning for the use of technology in accomplishing College goals.
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ESSENTIAL JOB FUNCTIONS (continued):
3. Assist decision-makers in the setting of priorities for new technology. 
4. Provide technical and administrative direction to the development and maintenance of reports and dashboards for administrative decision making and State reporting.
5. Lead a team representative of the College in short-range and long-range strategic planning for the use of technology at the College. 
6. Provide direction, coordination and control to assure that technology projects are completed successfully within budget and on schedule.
7. Lead the development and maintenance of security procedures for information systems and user access.
8. Serve as the liaison between the College and technology vendors.
9. Serve as the liaison between the College and other institutions regarding information systems issues.

10. Supervise network administration and technical support.

11. Represent the College in statewide meetings.

12. Develop, justify, and administer an annual budget for technology.
13. Develop departmental procedures to assure compliance with programming standards, database integrity, program testing and user acceptance, and separation of duties.
14. Develop and maintain standards and departmental procedures for operations, documentation, contingency operations and disaster recovery procedures.
Due to the scope of responsibility of this position and the need for the College to communicate both during the weekday and after regular work hours, the employee must possess a cell phone and provide the number to Human Resources, the immediate supervisor, and the Senior Vice President.
15.
Due to the scope of responsibility of this position and the need for the College to communicate both during the weekday and after regular work hours, the employee must possess a cell phone and provide the number to Human Resources, the immediate supervisor, and the Senior Vice President.
(These essential job functions are not to be construed as a complete statement of all duties performed.  Employees will be required to perform other job related marginal duties as required.)

ESSENTIAL PHYSICAL SKILLS:
· Acceptable eyesight (with or without correction).

· Acceptable hearing (with or without hearing aid).

· Ability to communicate both orally and in writing.

· Ability to sit at a desk and view a display screen for extended periods of time.

· Ability to access, input and retrieve information from a computer.

· Light (up to 15 pounds) lifting and carrying.

· Walking.

· Standing.

· Sitting.
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ENVIRONMENTAL CONDITIONS:

· Works inside in an office environment.

(Reasonable accommodations will be made for otherwise qualified individuals with a disability.)

PRIMARY LOCATION OF JOB:
Building 2, Ocala Campus

SUPERVISOR OF POSITION:

Senior Vice President
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