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                                                                      VACANCY ANNOUNCEMENT 
 

Search Re-opened 
 

 

POSTING:  Director of Information Systems                       DATE: April 20, 2018 
 

SCOPE OF RESPONSIBILITY:   
 
Under the direction of the Dean of Finance and Administrative Services, this employee is responsible for 

the operations and administration of the Department of Information Systems.  The Director of 

Information Systems manages the department as well as provides oversight of all instructional 
technology campus wide.  The employee provides training and technical assistance to all faculty and 
staff in the use of computers and technology on campus.  The employee retrieves data in support of the 
reporting function of the college.  In addition, the employee maintains electronic mail, testing, and 
application servers for the campus.   
 
ESSENTIAL JOB FUNCTION, DUTIES & RESPONSIBILITIES:  
 

1. Coordinate, direct, and plan all aspects of the Information Systems Department, including 
oversight of all instructional technology campus wide. 

2. Determine information system requirements, project priorities, and system capability. 
3. Develop and implement plans for campus technology infrastructure including hardware and 

software; develop plans and proper rotations for new computer purchases to ensure campus 
technology is current. 

4. Monitor and assess performance of mainframe system and network servers; ensure all are 
performing at optimum levels. 

5. Determine the priority of new equipment and software to be purchased; ensure resources are as 
evenly distributed as possible. 

6. Recommend computing policies to faculty, staff, and administration; based on input from 
stakeholders, approve final computing policies and procedures. 

7. Work to ensure the campus is maximizing its use of available technologies; develop a system of 
intra-departmental drives on the server for in-house use only. 

8. Pilot and develop a system of wireless internet connection for the campus and maintains, 
upgrade all internet connection as needed. 

9. Develop an email system for all employees (full and part-time) and students so email can be a 
form of official campus communication. 

10. Offer guidance on the technology purchases supporting federal programs. 
11. Provide expertise on the digitization of student records for efficient storage and retrieval. 
12. Develop budget for the entire computer technology component of the college; ensure budget is 

adequate for purchases as well as maintenance; ensure all hardware, software, and other 
technology expenditures are within the departmental budget. 

13. Receive requests regarding new products to be purchased; review products and make 
recommendations regarding the compatibility of products. 

14. Coordinate, monitor, and evaluate departmental staff activities and performance. 
15. Assist faculty and staff with personal computers and mainframe issues. 
16. Conduct individual and group training programs regarding technology issues for faculty and staff. 
17. Ensure computers are in place and in working order for registration. 
18. Deploy new network connections, including wireless; ensure they are functioning properly. 
19. Repair problems with mainframe and personal computer networks. 



2 

 

20. Install security updates and virus software updates to ensure the security and integrity of the 
system; clean viruses from computers as needed. 

21. Install new computers and software throughout campus offices and departments. 
22. Ensure all student and network data is backed up on a regular schedule. 
23. Supply accurate data upon reasonable request from administration, faculty, and staff; ensure the 

data is formatted in a way which is compatible with the internal and external reporting 
requirements. 

24. Supply enrollment data to the Alabama Community College System each semester. 
25. Make data accessible to administration via an internal web page. 
26. Ensure the integrity and availability of internal electronic data. 
27. Adhere to all policies and procedures set forth by the College. 
28. Maintain confidentiality of identified sensitive information and of departmental information. 
29. Remain current in and enhance professional knowledge and skills through professional 

development and continuing education. 
30. Interact with and serve diverse student and employee populations in a courteous and friendly 

manner. 
31. Adhere to College standards of professionalism and confidentiality, including courteous and 

friendly interaction with other Trenholm State employees. 
32. Maintain appropriate work hours as outlined in State and College policies and assigned by 

supervisor or dean. 
33. Recruit potential students, both traditional and nontraditional, to the College, and assist in 

retention efforts. 
34. Represent the institution in a positive manner. 
35. Participate in advance registration, regular registration, and schedule adjustment as assigned. 
36. Serve on committees as assigned. 
37. Participate in graduation. 
38. Participate in the College’s planning process. 
39. Performs other duties as assigned by the Dean of Finance and Administrative Services. 

 
MINIMUM QUALIFICATIONS: 

1. Bachelor's degree in CIS from a regionally accredited college or university. 

2. Three (3) years of information systems related experience. 

3. Supervisory experience. 

 

PREFERRED QUALIFICATIONS: 
1. Experience working with AS/400. 

 
SALARY: $75,250 – $107,940 based on qualifications and placement according to ACCS Salary 
Schedule C1. 
 
ANTICIPATED STARTING DATE:   On or before May 21, 2018 

APPLICATION DEADLINE: May 3, 2018, 5:30 p.m.   

APPLICATION PROCEDURE: Vacancy Announcements and Employment Applications are available at 
www.trenholmstate.edu and by contacting the Office of Human Resources at (334) 420-4442 or 
cbell@trenholmstate.edu. Application materials may be delivered to the Office of Human Resources, Room A102 of 
the Administration Building on the Trenholm Campus, or submitted via U.S. mail to the following address: Trenholm 
State Community College, Office of Human resources, P.O. Box 10048, Montgomery, AL 36108. Applications 
currently on file must be resubmitted for this position.  If you are applying for more than one position, submit a 
complete packet for each position. Once submitted, all application packets become the property of Trenholm State. 
The submission of all application materials (an application packet) to the Office of Human Resources by the 
application deadline is the sole responsibility of the applicant. Delinquent, e-mailed, and unsigned application 
packets/documents will not be accepted.  Only complete application packets will be considered. 
 
A completed application packet consists of: 

http://www.trenholmstate.edu/
mailto:cbell@trenholmstate.edu
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 A completed official College employment application; “See resume or attached” will not be accepted. 
 A current résumé. 

 Three (3) signed letters of reference; font-typed signatures are not acceptable. 
 Copies of all relevant transcripts. Transcripts copies must show the identification of the institution, the 

identification of the applicant, and verify that the applicant has received the minimum degree 
requirements as stated in the “Required Qualifications” section. The person chosen to fill the position is 
required to furnish official transcripts prior to the completion of the first semester of employment. 

 
*As a condition of the employment offer, the applicant chosen to fill the position will be required to submit letters of 
verification from previous or current employer verifying the work experience stated in the “Required Qualifications” 
section. The letters of verification must include the applicant’s beginning and ending dates of employment, 
employment title, and indicate if the employment was full or part time. 

 

Applicants who fail to submit a complete application packet will not be considered. 
 
OTHER INFORMATION: 
Applicants must adhere to the College's prescribed interview schedule and must travel at their own expense. 
Trenholm State Community College reserves the right to withdraw any job announcement at any time prior to the 
awarding.  
 
More than one position in the same job classification may be filled from the applicants for this position should 
another vacancy occur during the search process. 
 
In accordance with Alabama Community College System policy and procedures, the applicant chosen for 
employment will be required to sign a consent form and to submit a nonrefundable fee of $17.40 (additional 
charges may apply) for a criminal background check.  Employment will be contingent upon the receipt of a 
clearance notification from the criminal background check.  Trenholm State Community College is an 
active participant in the Employment Eligibility Verification Program (E-verify).  E-verify electronically 
confirms an employee’s eligibility to work in the United States as required by the Department of Homeland 
Security. 
 

It is the policy of the Alabama Community College System, including all postsecondary community and technical 
colleges under the control of the Alabama Community College System Board of Trustees, that no employee or 
applicant for employment or promotion, on the basis of any impermissible criterion or characteristic including, 
without limitation, race, color, national origin, religion, marital status, disability, sex, age, or any other protected 
class as defined by federal and state law, shall be excluded from participation in, be denied the benefits of, or be 
subjected to discrimination under any program, activity, or employment. Trenholm State will make reasonable 
accommodations for qualified disabled applicants or employees). 
 
Trenholm State Community College is an equal opportunity employer. 
 

 


