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	ADMINISTRATIVE & PROFESSIONAL

POSITION DESCRIPTION


	Before completing this form, please review instructions, which are listed separately.  After routing this completed position description through the appropriate channels in your department/college, return to Classification and Compensation, P.O. BOX 115001, Gainesville, FL 32611-5001. If you have questions regarding this process, please call 392-1213, SC 622-1213, TDD 392-7734. You may use the additional pages (5 and 6) if necessary.

CURRENT DESCRIPTIVE DATA
	FOR CLASSIFICATION & COMPENSATION’S

USE ONLY

Position #:
Approved Class Code:

Approved Class Title:

Transaction:
Effective Date:

UPS Signature:

Date:


1.  Position Number
     
2. Requested Classification Action:  FORMCHECKBOX 
 Establish    FORMCHECKBOX 
 Update    FORMCHECKBOX 
 Change title


3.  Class Code
     
4. Class Title:
Coordinator, Computer Application

5.  Vice Presidential Area:
sAcademic Affairs
6.  Division:
     

7.  Department:
0133001-01
8.  Section:
Applications Development Group

9.  City:
Gainesville
10.  County:
     
If requesting title change, complete questions 11 and 12.

11. Proposed title:
Coordinator, Computer Applications
12.  Proposed class code:
42335

15.  Describe functions in terms of outcomes/results rather than method used or how a job is normally accomplished.

Note: Management retains the right to modify or add duties at any time

Essential Functions of the Job [Note: In compliance with the Americans with Disabilities Act (ADA), identify essential functions of a job required to be performed with or without reasonable accommodations.  Requests for reasonable accommodations to facilitate the performance of essential functions will be given careful consideration.]

	Insures proper configuration of UF Active Directory.
Insure that the representation and values of data in the UF Active Directory is consistent with representation and values in other enterprise directory systems, and consistent with institutional goals.
Assist departments, colleges and other units in configuration of resources attached to the UF Active Directory to enable distributed functionality.

Study and evaluate new hardware and software to enhance the functionality and efficiency of UF's Active Directory.

This position requires an individual to make and support application process and database design decisions for assigned IT projects and to be responsible for the projects assigned.  Projects may require teamwork and communication with subordinates, perrs, users and supervisors.

Has responsibility for major applications and understanding of complex technical and business implications, which requires interaction with application users.  Directs or performs technical involving the analysis, development, design and implementation of complex application systems using Information Systems tolls and methologies.  Consults with supervisors and administrators on management information systems projects to identify problem solutions, potential impacts to benefit application projects/systems.  Manages/performs tasks as related to application modifications.



15. Essential Functions of the Job (continued)
	     


15 a. 
Policy-making and/or Interpretation

	Interprets policy and defines impacts on application software and University Operations.  Provides advice to university management for policy formulation/changes.


15 b.
Program Direction and Development

	Is responsible for the design and implementation of application software.  This consists of implementing the enhancement/support of management information systems, analyzing agency data, software and program requirements; determining the impacts of software and program requirements.  Determines the impact of software changes on computer systems regarding university operations.  Includes organizing and coordinating with technical staff, the technical implementation involved in the enhancement/construction activites.  This includes application error analysis, change control implementation, determining run procedures, data backup requirements, maintenance procedures and documentation of each.


15 c.

Supervision Exercised 


(list organizational units under position’s direct supervision and titles and position number of positions directly supervised)

	May work independently or direct a group of programming personnel on a project to support application software enhancements and changes.



15 d.
Level of Public Contact (statement of internal and external business contact, include frequency and scope)

	Contact                         Frequency  Scope

Department heads and directors     Low     Planning and development of systems
Vice President's Staff             Low     Computer Systems and Policy

State University System Personnel  Low     Computer Systems

Personnel of Other Universities    Low     Computer Systems

Vendors                            Medium  Gain knowledge of hardware/software




15 e. 
Monetary Responsibility (amount and consequence of error)

	None -- advises on software acquisition



15 f. 
Statement of Responsibility for Confidential Data 


(the disclosure of which would be prejudicial to the successful operation of the SUS)

	Has access to various confidential data stores in several administrative applications



16.
Marginal Functions of the Job [Note: For purposes of ADA, these functions are marginal only to individuals covered under the 
ADA who are unable to perform these functions with or without reasonable accommodation because of a covered disability.]
	Listed functions (#15) are essential to this job.



17. Type and extent of instructions or directions normally given to this position by the immediate supervisor

	General supervision



18. Education/Training/Experience

	Must have comprehensive knowledge of applications in support of university business operations.  Requires understanding of policies, business procedures, software processes and data semantics.

Applicant should know various types of computer systems including Windows 2000/XP/NT.

Applicant should proficient in  Microsoft's Active Directory

Applicant should be familiar with other directory services such as: LDAP.

Applicant should be able to learn new programming systems and demonstrate proficiency in them.

Applicant should be familiar with IP based networking.

Applicant should be a self-starter with strong initiative.

Applicant should be able to interact with people in an effective and courteous manner.

Applicant should be proficient in technical writing and typing.




19.
Required Licenses/Certifications/and other Specific Requirements of Law.  


(Please review the statements below and check all that apply.)

 FORMCHECKBOX 
 This position requires a post-offer employment physical.

 FORMCHECKBOX 
 This position is responsible for meeting the requirements of Section 215.422, Florida Statutes, as amended, regarding the approval    
     and/or processing of vendors’ invoices and/or distribution of warrants to vendors.

 FORMCHECKBOX 
 This position requires licensure, certification, or other special requirements described below:


MSCE
 FORMCHECKBOX 
 This position requires a police background check.

 FORMCHECKBOX 
 This position requires fingerprinting.

 FORMCHECKBOX 
 This position provides care to children, the developmentally disabled, disabled adults, or is otherwise defined in Section 110.1127 (3)(a) Florida Statutes and therefore requires a special background check as described in Section 435 Florida Statutes.

 FORMCHECKBOX 
 Other, please specify: 
     
20.
Other Characteristics of the Position


Describe other characteristics of the position such as physical, mental, and environmental factors essential to the satisfactory 
performance of the functions of the position, or other characteristics, which have not otherwise been described in the position 
description.

	Works in coordination with other staff members as required on procedures related to new or existing data files.  Estalishes and maintains data dictionaries and security control for data.  May participate in training programs for techical and non-technical employees.  May investigate, study and recommend new programming software aids/techniques for potential use in the department.  Serves as a technical consultant to IS staff on technical details for application methodology and techniques.  Provides advice on change control, applications controls, procedural methodologies, and software construction.  Interfaces with agencies outside UF for policy clarification and technical coordination.



SIGNATURES


21.
EMPLOYEE—I certify that I have reviewed and been provided a copy of the current position description for the


position to which I am assigned.

     
Name of Employee (Please print or type)
Employee signature or verification employee was provided a copy
Date

22.
IMMEDIATE SUPERVISOR—I certify that the statements above, to the best of my knowledge, accurately describe 


The position.  I understand that intentional falsification of this documentation is in violation of State statutes and may 
result in disciplinary action or prosecution.

     
     
     
Name of Immediate Supervisor
Class Title
Position No.
Signature
Date

(Please print or type)
23.
REVIEWING AUTHORITY:

     
Name and Class Title (Please print or type)
Signature
Date

     
Name and Class Title (Please print or type)
Signature
Date

     
Name and Class Title (Please print or type)
Signature
Date

Additional Page [Note: Use and print this page only as required]

     
1
Supervisor's Initials ___________
Incumbent's Initials ___________


