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(FULL TIME)

GRIFFIN CAMPUS
MINIMUM QUALIFICATIONS: 
· Bachelor’s degree in computer science technology or a closely related *and* Two (2) years of work experience in design, configuration, and planning of local and/or wide area networks
· Note:   Experience may substitute for education on a year-for-year basis
PREFERRED QUALIFICATIONS:  
· Master’s degree in a technical field such as computer science or computer information systems. 
· Experience supporting:
· VoIP Telephone Systems
· Providing technical support in a multi-user office, online, and classroom environment
· Experience managing projects 

· Experience managing a helpdesk system 
REPONSIBILITIES:  Under general supervision:
· Manage the College helpdesk and assign tickets and needed to ensure issues are handled in a timely manner
· Manage the IT inventory of the College and IOT equipment lifecycle
· Assist in the management of LAN servers, network, and communication equipment; 
· Plans, organizes, and integrates cross-functional information technology projects to deliver specific results to customers on time. 
· Establishes benchmarks, milestones, and coordinate delivery of projects 
· Manages day-to-day operational aspects of a project work plan, and revises as appropriate to meet changing needs and requirements; 
· Facilitates  team  and client  meetings  and  holds  regular  status  meetings  with project  team; 
· Coordinates  data collection and  generates  reports  using  Microsoft  Word,  Excel  and PowerPoint; 
· Assists  with regional  accreditation,  including organizing  and  reviewing  data input; 
· Develops  and delivers  progress  reports,  proposals,  requirements  documentation,  and  presentations; 
· Completes  necessary  tasks  and  assignments  associated with developing,  drafting,  revising,  explaining and implementing  policies  and procedures; 
· Completes  tasks  and  assignments  associated  with developing,  drafting,  revising,  explaining  and implementing  documents,  plans,  manuals  and  handbooks; 
· Maintains  good  rapport  within the organization,  with private sector  representatives  and the general public  by  being  courteous,  cooperative and  conscientious; 
· Serves  on committees  as  needed;   
· Participates  in required  staff  development  activities;  and 
· Other duties as assigned.
COMPETENCIES: 

· Skill  in the  operation of  computers  and  job  related  software applications 
· Skill  in planning and organizing  projects 
· Oral and written communication skills 
· Skill in interpersonal relation and in dealing with the public 
· Decision making and problem-solving skills
· Working knowledge of project management techniques and tools 
· Ability to prepare project status reports of milestones, tasks and resources 
· Ability to gather and present data in appropriate formats
SALARY/BENEFITS:  Salary commensurate with education and work experience.  Benefits include paid state holidays, paid annual and sick leave, and the State of Georgia Flexible Benefits Program.

SPECIAL NOTES:  Only those who are scheduled for an interview will be notified of the status of the position. Candidates must successfully complete a criminal background investigation and motor vehicle screening. 

As set forth in its student catalog, Southern Crescent Technical College does not discriminate on the basis of race, color, creed, national or ethnic origin, sex, religion, disability, age, political affiliation or belief, genetic information, veteran status, or citizenship status (except in those special circumstances permitted or mandated by law). The following have been designated to handle inquiries regarding the non-discrimination policies: Title IX/Equity Coordinator (Griffin Campus, Butts County Center, Henry County Center, and Jasper County Center), Assistant Director of Student Services, Toni Doaty, Toni.Doaty@sctech.edu , 501 Varsity Road, Mobile Unit 6B, Griffin, GA 30223, 770-228-7382; ADA/Section 504 Coordinator (Griffin Campus, Butts County Center, Henry County Center, and Jasper County Center)  Special Services Coordinator, Teresa Brooks, Teresa.Brooks@sctech.edu ,501 Varsity Road, Mobile Unit 6B, Griffin, GA 30223, 770-228-7258; Title IX/Equity and ADA/Section 504 Coordinator (Flint River Campus) Special Services Coordinator, Mary Jackson, Mary.Jackson@sctech.edu ,1533 Highway 19 South, Room A-252, Thomaston, GA 30286, 706-646-6224. Any complaints filed against the Title IX/Equity Coordinator or ADA/Section 504 Coordinator on any campus/center shall be handled by, Vice President for Student Affairs, Xenia Johns, Xenia.Johns@sctech.edu , 501 Varsity Road, Room 700, Griffin, GA 30223, 770-228-7348. (Employee complaints) Sharon Hill, Director of Human Resources, Human Resources, Sharon.Hill@sctech.edu , 501 Varsity Road, Griffin, GA 30223, 770-229-3454. 
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