Omega Phi Alpha – Position Description

Title:  Technology Coordinator
General Purpose of Position:

To provide knowledge and subject matter expertise about the sorority’s usage of technology 

Classification:  Appointed
Level: National
Relationships to Other Jobs:

Appointed by: 
VP Business Operations
Accountable to:
VP Business Operations, National President
Support from:


Works with:
National Executive Board
Term of Service:
1 year(s) from August to July. May be reappointed, subject to yearly evaluation and other considerations.  
Time Commitment: 
5 hours per week with peak hours as needed
Required Qualifications:  
· All national, district, and appointed officers must be members in good standing of Omega Phi Alpha.
· A combination of education and work experience that meets one of the following.
· Bachelor’s level degree in a technical field (engineering, computer science, etc) PLUS at least two years of professional work experience in a technical role or technical industry.
· Bachelor’s level degree in a non-technical field PLUS at least five years of professional work experience in a technical role or technical industry.
Preferred Knowledge/Abilities/Experiences:

Duties and Responsibilities:

· Evaluate technical tools like forum software packages, conferencing / collaboration systems, training platforms, event registration services, audio conferencing services, etc.  Prepare and present a report with recommendations to the board.
· For all national projects with a technology component (i.e. the database, website, or leadership development program), partner with the project lead to draft the RFP, review proposals submitted, and prioritize the vendors as input to the NEB decision.  In addition to an evaluation of the technical features of each proposal, the Technology Director should also focus on maintainability, ease of use, operating system requirements, system performance (storage required, speed, number of concurrent users), and total cost of ownership of the system selected.
· Serve as liaison to the vendor when installing new technical tools or updating existing ones.
· Serve as one of the administrators of the national forum.
· Assist NEB and fellow directors in troubleshooting issues with OPA’s technology tools.
· Create all user documentation required for each technology tool used by the sorority.  Revise as needed to remain current.
Convention/ Midyear Attendance required?  No
PAGE  
Approved by NEB

Effective Date:   Jun 17, 2014 

