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Position Title:  Blackboard Student Support  

Reports To: Blackboard Administrator 

Classification: Non-Exempt 

WC Code: 8868 

Position Type: Fifth Level Administrator 

 

Major Responsibilities: The Blackboard Student Support will provide routine 

technical support and assistance to students, faculty members, and other staff with online 

courses in Blackboard, also with other web-based instructional material in support of the 

Distance Learning Department.  

 

Specific Duties and Responsibilities: 
 

1. Read, understand and comply with the University’s mission, the catalog, the 

University’s policies and procedures, the Staff Handbook and Institutional 

Effectiveness process. 

2. Respond to communications (e-mail, voice mail) on a daily basis. 

3. Knowledge of any learning management systems such as Blackboard. 

4. Knowledge of computer software applications such Spreadsheets, PowerPoint, 

Outlook and Word processing.  

5. Knowledge of basic techniques used to troubleshoot routine computer application 

malfunctions.  

6. Customer service techniques for  contact in person, on the telephone, and written 

communications 

7. Effectively utilize computer equipment and software in the performance of duties  

8. Work independently on assigned tasks  

9. Train new students in the use of Blackboard.  

10. Establish and maintain effective working relationships with faculty, 

administrators, and  students  

11. Communicate effectively in writing and orally in English and Spanish.  

12. Give clear and concise instructions.  

13. Learn the characteristics of new computer systems, software, and hardware and 

update technical skills to adapt to changing technology  

 

 

 

 



Revised: 09/29/15 

 

 

14. Participate in the self-studies and committees conducted by the University. 

15. Support and participate in University Commencement Ceremonies. 

16. Performs any special project assigned by the President or supervisor. 

17. Performs other duties as assigned. 

 

EDUCATION AND EXPERIENCE:  

A Bachelor's degree with a major in computer information technology or a related field.  

 

 

This job description is intended to describe the general nature and level of work being 

performed by individuals assigned to this position. It is not intended to be construed as an 

exhaustive list of all tasks, duties, skills and/or responsibilities required for this position in 

each Campus at all times. Tasks, duties, skills and/or responsibilities may vary from 

individual to individual, campus to campus and over time, depending upon various 

factors. These are general guidelines for this job position. 

 

 

If you like to apply for this position please click on the link below: 

https://workforcenow.adp.com/jobs/apply/posting.html?client=fnuedu 
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