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Job description and further details
Title:



Information Systems Officer




Initial 5 year contract
Grade:
 


Grade 7
Salary Scale: 


£25,633 - £31,525
Reporting to:


Business Manager
Other entitlements:
38 days’ annual leave including public holidays and Christmas closure

Membership of the University’s Pension Scheme

Introduction
The Universities and Colleges Information Systems Association represents the whole of higher education in the provision and development of academic, management and administrative information systems, providing a network of contacts and a powerful lobbying voice.  Further information on the work of UCISA can be found at www.ucisa.ac.uk. 
Its aims are: 

· To identify best practice and to spread its use through 

· the organisation of conferences, seminars and workshops; 

· the promotion and support of collaboration between institutions; 

· the publication, including electronic publication, of material; 

· the promotion of development and research; 

· To inform and support policy making processes within institutions and nationally on the cost effective application of information systems and services. 

UCISA's Operational Support is provided under contract by the University of Oxford, with an Executive Secretary, Business Manager, Events and Membership Coordinator and Accounts Officer in post. UCISA's website is currently hosted under contract by the Institute for Learning and Research Technology (ILRT) at the University of Bristol. 

Main job purpose:  The ISO’s principal responsibility will be managing and developing UCISA's website including content and managing other information systems (including a new content management system).

Responsible for:  There are no formal supervisory responsibilities but the post holder will be expected to deputise in the absence of the Business Manager, including the management of the staff.
Main contacts:  Liaison with personnel from the UCISA Executive Committee, software and systems suppliers and other HE organisations.
Key responsibilities:

The main tasks are as follows:

· keeping the site up to date,
· devising further features and links for the benefit of members, 
· editing and loading documents etc,
· browsing the web for items of interest for linkage,
· overall responsibility for maintaining standards for the site, 
· being responsible for the UCISA service desk function which includes writing self-help guides and advisory documents,
· coordinating the various web editors, 
· getting mini surveys published,
· the ISO will be required to research issues, draft papers, possibly take minutes,  
· the ISO will also assist in arranging occasional workshops for directors in liaison with JISC, SCONUL and other HE organisations,
· the ISO will deputise for the Business Manager in her absence.  This will involve supervising the other staff of the office, dealing with large volume of email, a small number of phone calls and post, attending occasional meetings and conferences,
· to undertake such other duties as may be properly assigned from time to time,
· take advantage of appropriate training opportunities as these arise, in order to keep up to date with relevant skills and developments.

Selection criteria

Candidates will be judged on the basis of the following criteria and their application should address each point to show how their experience and skills meet the criteria.   Examples of relevant experience and skills may have been gained through paid employment, voluntary/community work, domestic responsibilities, spare time activities or training.

Essential

· Education to degree level or equivalent,
· At least five years’ experience in IT support of information provision,
· Detailed knowledge of authoring and publishing on the web,
· Detailed knowledge of XML, HTML, DTML authoring software and other web technologies,
· Knowledge of the Unix environment, especially with respect to web services, and familiarity with PCs (various flavours of Windows) and common office applications such as Microsoft Office,
· Experience of content management systems,
· Practical experience in the design and implementation of house styles,
· Proven track record in writing technical documents aimed at people with a range of experiences and abilities,
· Good negotiation, interpersonal and presentation skills,
· Experience of managing people and projects, and the ability to work effectively under pressure when deadlines need to be met,
· Excellent writing and communication skills, with a creative imagination and an eye for detail,
· Must be conscientious and enjoy working as part of a busy team.
Desirable

· Knowledge of XSLT and other XML-related standards,
· Knowledge of Perl, CGI, and Java,
· Knowledge of relational databases and SQL,
· Knowledge of Sage Line 50,
· The skills and experience to become an effective member of the team as quickly as possible.
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Please send completed application form to the Personnel Office, OUCS, 13 Banbury Road, Oxford OX2 6NN (tel: 01865 273200,   fax: 01865 273275, email: recruitment@oucs.ox.ac.uk)

Completed applications must be received by 12 noon on 22nd September 
Interviews will be held on 5th October 2006

Applicants should note that OUCS will only reimburse full travelling expenses within the British Isles for those candidates selected for interview.   Any offer of employment will be subject to the satisfactory completion of a medical questionnaire. 

