PURPOSE OF CLASS:

At the UCHC, this class is accountable for independently performing a full range of tasks in the coordination of systems, system enhancements and special projects.  This position will work with all electronic research administration systems for the ORSP.
EXAMPLES OF DUTIES:
Works with programmer, IT personnel and system analysts to achieve system enhancements; researches staff requirements, monitors programming tests, assesses results; serves as a resource for system related problems; consults with users to learn business processes and determine appropriate system configurations; assists in development and documentation of data entry procedures and other system operations; prepares training modules and delivers training to new system users; conduct software demonstrations and other presentations; assists in quality assurance; provides troubleshooting for users; tracks occurrence and resolution of software problems; stays abreast of functionality and system enhancements delivered by vendor and updates system configuration accordingly; updates user profile databases; defines security access; develop customized reports and queries; enters, updates, uploads and transmits data; coordinates equipment purchases, installation, maintenance of equipment;  revises manuals as necessitated by new system developments; performs special projects; performs related duties as required.
Minimum Qualifications Required
Knowledge, Skills, Ability: 
Knowledge of computerized billing systems; knowledge of and ability to use various software; interpersonal skills; oral and written communication skills.
EXPERIENCE AND TRAINING:
General Experience:  Four (4) years experience working with computerized systems in a medical/academic environment.
Substitutions Allowed: A Bachelor's degree in Health Systems, Business or other related field may be substituted for the General Experience.
