Title:
Connecticut Chinese Language Academy (CCLA) Information Manager

Job Description:
· Maintain and monitor the website running, contact FM GateWay if there is problem.
· Keep monthly backup of database files, check the access log file.

· Before the beginning of the new school year registration, update the fee, class, and other system info, test the system. Upload the new documentation to the web site. (By the end of March)

· Help user registration, answer questions about the online registration.

· Get the book order report for ordering books. (By the end of May).

· Help to assign class to the students, classroom and teacher to the class.

· Get Chinese Culture Center (CCC) Member List report as needed.

· Get detail report for the student’s payment as needed.

· Maintain teachers’ information
· Help to get info from the system as CCLA budget needs.

· Maintain and make small changes to the system as needed.

Requirements:

1. Good working knowledge of the principles of database design and application development.

2. Good understanding of principles of web application development.

3. Considerable knowledge of principles of systems analysis and design.

4. Considerable knowledge and ability in writing program interfaces.

5. Ability to pay close attention to details; effective oral and written communication skills; good interpersonal skills.

6. Preferred at least 2 years experience with Instant Web Publish (IWP) and database deployment knowledge.

7. Having been using FileMaker to develop experience with Ability to analyze techniques and develop solution to problems in a timely manner.

Working Hours:
120 hours/year
Starting Date:
May 2010
Contact Information:

CCC Education Committee
E-mail resume to:hr@ccc-ct.org or ccc.edu.committee@gmail.com
.
