
Job	Description	
Director	of	Information	Services	
Institute	for	Continued	Learning	

Willamette	University	
	

o The	Director	of	Information	Services	shall	exercise	general	oversight	over	all	operations	of	the	Information	
Services	Section	of	ICL.	
	

o The	Director	of	Information	Services	may	appoint	any	appropriate	ICL	member	to	any	necessary	committee	or	
sub-committee	(either	standing	or	ad	hoc)	to	assist	in	carrying	out	the	functions	of	the	Information	Services	
Section.		

	
o A	Co-Director	of	Information	Services	may	be	elected	at	the	Annual	General	Meeting	of	the	ICL	membership	if	

approved	by	the	Nominating	Committee.	
	

o The	Director	or	Co-Director	of	Information	Services	shall	present	a	report	of	the	activities	of	the	Information	
Services	Section	at	each	ICL	Board	Meeting.	(The	Board	Meeting	will	usually	be	held	monthly	during	the	school	
semester,	at	the	discretion	of	the	ICL	Executive	Director.)	

	
o The	Director	(and/or	Co-Director)	of	Information	Services	shall	be	responsible	for	the	following	functions,	to	

be	carried	out	with	the	assistance	of	any	committee	or	sub-committee	of	the	Information	Services	Section:	
	

• Maintaining	the	ICL	web	site*	
*With the assistance of Willamette’s Web Development staff, if needed	
	

• Maintaining	the	ICL	databases:	
! ICL	Membership	Directory	on	the	ICL	web	site*	
! ICL	Membership	Directory	in	PowerPoint	(used	for	the	printed	ICL	Membership	Directory)	
! [ICL	Membership	Directory	in	Google	Docs	and	ICL	Waiting	List	Directory	in	Google	Docs	are	

maintained	by	the	Membership	Director	(and/or	Membership	Co-Director)	]	
*With the assistance of Willamette’s Web Development staff, if needed	

	
• Forwarding	any	communication	received	at	the	icl-inquiry@willamette.edu	to	the	appropriate	Board	

member.	(The	Membership	Director	and	Co-Director	have	independent	access	to	these	e-mails	and	
take	care	of	icl-inquiry@willamette.edu	e-mails	concerned	with	membership	matters.)	

	
• Printing	the	hard	copy	version	of	the	ICL	Membership	Directory	from	the	updated	PowerPoint	version	

of	the	Directory.	The	Directory	is	printed	each	summer	in	time	to	be	ready	for	distribution	at	the	
Opening	Session	of	each	Fall	Semester.	If	warranted	by	influx	of	new	members	or	changes	in	members’	
contact	information,	a	revised	Directory	may	be	printed	during	the	break	at	the	end	of	the	Fall	
Semester	for	distribution	on	the	opening	day	of	the	Spring	Semester.	The	Willamette	Copy	Center	
prints	the	hard	copy	version	of	the	ICL	Membership	Directory.	The	appropriate	file	(a	single	PDF	file	
consisting	of	the	outside	front	cover,	inside	front	cover,	directory	of	Board	members,	directory	of	



Ordinary	members,	inside	back	cover	and	outside	back	cover)	needs	to	be	delivered	to	the	Copy	Center	
early	enough	to	be	ready	for	distribution	at	the	Opening	Session	of	each	semester.		

	
! Communicating	information	items	to	the	ICL	membership.	This	is	done	by	sending	an	e-mail	to	

the	ICL	mailgroup.	[The	E-mail	mailgroup	is	derived	from	the	WUICL-IT	database	at:	
https://docs.google.com/spreadsheets/d/1vTs0O6R3GusykGiR6dfnh_iA-
U7PJTaGqI23x_qNmKk/edit	-	gid=466396216]	

	
• Receiving	the	evaluations	of	outside	speakers	sent	in	by	ICL	members	via	the	icl-

inquiriy@willamette.edu	e-mail	address	(accessed	from	the	ICL	web	site),	entering	them	into	a	
spreadsheet,	and	periodically	forwarding	the	spreadsheet	to	the	ICL	Board.		
	

• Compiling	the	online	Class	Schedule	for	each	semester	(both	a	full	schedule,	and	an	abbreviated	
schedule	suitable	for	printing)	using	information	entered	by	the	Co-Directors	of	Curriculum	into	the	
appropriate	database	(for	the	Spring	2017	curriculum	that	is	the	CURRICULUM	FORM:	SPRING	2017	in	
Google	Docs	Spreadsheets	(https://docs.google.com/spreadsheets/u/0/).	Analogous	forms	will	be	set	
up	for	subsequent	semester	curricula.	In	the	appropriate	semester	form,	click	on	the	tab	at	the	bottom	
of	the	spreadsheet	(e.g.,	Spring	2017	for	the	Spring	2017	curriculum).	To	copy	from	the	spreadsheet,	
double	click	on	a	cell,	select	the	text	to	copy	and	copy	(Command-C	on	Mac,	Control-C	on	Windows).	
Paste	text	into	the	appropriate	schedule	page	in	Willamette’s	CMS.	

	
	
Examples	of	Information	Services	functions	available	separately	from	the	Director	of	Information	Services:	

Example	1:	ICL	Web	Site	Home	Page	
Example	2:	Online	ICL	Class	Schedule	
Example	3:	Online	Breaking	News	
Example	4:	Online	ICL	Membership	Directory	
Example	5:	Printed	ICL	Membership	Directory	
Example	6:	Google	Docs	ICL	Membership	Directory	
Example	7:	Willamette	ICL	E-mail	Mailgroup	

	
	
	
	
	
	
	
	
	
	
	
	
	
	



	
	

 
 

Example 1: ICL Web Site Home Page 
 



	
	

Example 2: Online ICL Class Schedule 
 



	
	

Example 3: ICL Breaking News	



 

 
	

 
Example 4: Online ICL Membership Directory 



 
The	information	in	the	ICL	Membership	Directory	is	confidential	to	the	ICL	membership.	

ICL	members	wishing	to	view	the	Directory	should	go	to:	
http://www.willamette.edu/community/icl/more_about_icl/members/index.html	

(a	user	name	and	password	are	required)	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	

 
 

Example 5: Printed ICL Membership Directory 



 
 

The	information	in	the	ICL	Membership	Directory	is	confidential	to	the	ICL	membership.	
	

All	ICL	members	are	issued	each	semester	with	a	printed	Membership	Directory,		
which	is	not	available	to	non-members	(other	than	certain	Willamette	University	personnel).	

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Example 6: Google Docs ICL Directories 

 
The	information	in	the	Google	Docs	spreadsheets	of	the	ICL	Membership	and	ICL	Waiting	List		

is	confidential	and	is	available	to	ICL	Board	members	only.	
	
	
	
	
	
	
	
	
	
	
	

 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	



Example 7: Willamette ICL E-mail Mailgroup 
  

This	mailgroup	is	available	to	the	ICL	Information	Services	Director(s)	only.	


