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TITLE:
Systems and Information Analyst 
OFFICE:
Charter Schools Institute
FUNCTION & SCOPE:
The Charter Schools Institute was established by the Board of Trustees  of the State University of New York (SUNY) in February 1999 to assist them in carrying out their responsibilities under the New York Charter Schools Act of 1998 (Article 56 of the New York Education Law).  The Systems and Information Analyst supports that work through managing compliance related notification, communication and responsibility for implementation and ongoing maintenance of the Institute’s document management system.  
DUTIES:
Reporting to the Director of Administration, the Systems and Information Analyst will provide technical support related to the maintenance and development of the Institute’s document management system, provide support to the Institute’s compliance and communication divisions, as well as provide overall support to the Institute in fulfilling core functions that support the State University of New York’s Board of Trustees duties as an authorizer of charter schools.   



Specific duties will include:



· Assist in the preparation and electronic submission of materials for the SUNY Education College Readiness and Success Committee; this may include reviewing/editing documents as required;
· Manage the electronic posting of public notices as required by the Charter Schools Act;
· Manage the electronic distribution of SUNY Newsclips and other publications; this will include monitoring and updating distribution lists as well as working directly with vendors on maintaining current systems and developing new products;
· Responsible for updates/enhancements to the Institute’s website, such as posting school evaluation reports, press releases or other school related documents; this may also include setting up password protected websites for special purposes or projects, editing and reviewing Institute materials to ensure Institute communications are exceptionally strong; 
· Serve as administrator for the Institute’s document management system, which will include Worksite library management; service log monitoring; archiving; coordination of upgrades to software; developing and delivering trainings; and trouble-shooting any technical issues.

· Provide technical support to staff on all aspects of Worksite including document management; creation and management of workspaces; creation of workflows and forms; and e-mail communications.

· Liaise with SUNY and Ienvision staff (as appropriate) on all administrative and technical issues;

· Work with senior staff on developing the capacity of the system, which will include migrating shared files, archiving hard copy materials and developing new business models based on tools in the document management system;

· Manage electronic library of redacted and un-redacted applications and assist in the FOIL process as necessary; 
· Provide assistance to the Director of Administration on securing new technology and equipment; and
· Other duties as required.
EDUCATION/EXPERIENCE:
Bachelor’s degree in Business, Information Technology or related discipline; or equivalent combination of education and professional experience working with complex and varied information technology assignments.   Experience in providing service support and preventive/corrective maintenance.  Knowledge of technical operating systems and equipment required.  Must be a self-starter and demonstrate strong organizational, proof-reading, multi-tasking and project management skills.  Excellent written and oral communication skills and proficient use of both web editing software and Microsoft Office applications.  


Experience with document management systems preferred.  Experience in an education setting preferred.  


Position based in Albany.  Starting salary is $40,000 - $45,000. 
To apply:

Please send a resume with cover letter (please include reference # 1112CHARTER02 in your cover letter) to the attention of Ms. Shawn Davis at the Charter Schools Institute, 41 State Street, Suite 700, Albany, New York  12207.  Electronic copies may be submitted via email to: charters@suny.edu. 
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