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CLASSIFICATION SPECIFICATION FOR:  MANAGEMENT INFORMATION SYSTEMS MANAGER
Class specifications are intended to present a descriptive list of the range of typical duties performed by employees in the class.  Specifications are not intended to reflect all duties performed within the job, and all duties described are not necessarily performed by all employees in the class.
POSITION SUMMARY

Perform under the administrative direction of the Assistant Town Manager, develop, implementing, managing, and maintaining the Town’s Information Technology (IT) operation, including hardware and software.  Manage and train staff; manage consultants and contractors; oversee systems analysis and design; system implementations and conversions, and modifications; perform troubleshooting; and resolve operational and/or technical problems.

ESSENTIAL FUNCTIONS STATEMENTS Essential responsibilities and duties may include, but are not limited to, the following:

1. 
Manage the information technology operation on a proactive and timely basis for the Local Area Network, and supporting hardware, including routers, servers, printers, workstations and wireless network.  
2. 
Manage and train staff; employ and oversee the work of consultants and contractors.
3. 
Establish IT goals in consultation with departmental managers keeping abreast of market products, monitor system capabilities, and tracking future IT trends and innovations.

4.   
Evaluate software and hardware issues; prepare feasibility studies and cost estimates, recommend priority level of service requests, acquisitions and upgrades requested by end users.

5. 
Direct the acquisition of computer software and hardware technology, negotiate purchase agreements, service contracts, and leases with contractors and vendors.


6. 
Develop the IT operating and capital budget and manage expenditures within the approved budget.
7. 
Manage the installation of all new software, including new software releases, and hardware projects collaboratively with departments.
8. 
Recommend and implement policies, procedures, and standards related to the IT function.
9. 
Provide technical support by troubleshooting and resolving operational and technical problems through the help desk function.
10.  
Conduct special projects; develop and conduct surveys; design, develop user guides; inform and train users regarding features, functions, and capabilities of computer systems.
11.  
Support and maintain user account information including user access information, file management, resource sharing, home directories, security permissions, and systems groups.
12.  
Develop measures to evaluate and measure the IT functions effectiveness and efficiency.
13.  
Encourage and facilitate consensus building prior to issues reaching the Assistant Town Manager.

14.  
Attend and participate in professional group meetings.

15. 
Performs related duties and responsibilities as required.

REQUIRED EDUCATION, EXPERIENCE AND TRAINING   Any combination of experience and training that would likely provide the required knowledge, skills and abilities is qualifying. 

$ 
A Bachelor’s degree from an accredited college or university with major course work in Computer Science, Engineering, Business Administration, Management Information Systems, Public Administration or a related field of study.
$ 
Five years of increasingly responsible experience in information systems, microcomputers, client-server computer systems and analysis, and administering technical services with at least two years of supervisory or management capacity which involved the direct supervision of technical computer staff.
$  
Experience to include management information systems planning, development and database administration, including experience with Windows, MS Office, E-mail, client server networks, and web technology

REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES
Knowledge of: 

$ 
Microcomputer systems, local area networks, client-server, current software, including word processing, spreadsheet, database, and graphics applications, and hardware, industry standards, trends, principles, practices, contract terminology and techniques.
$ 
Principles of project organization and planning
$     Principles of management and supervision.

$     Principles of budgeting, contract administration and cost management.

$     Pertinent Federal, State, Local laws and regulations.

$     General principles of risk management related to the functions of the assigned area.

Ability to:

$ 
Manage and evaluate the performance of technical staff.
$     Evaluate management information systems needs of the Town and determine the most effective use of technology.

$     Oversee new system and upgrade implementations.

$     Translate user department needs into innovative and effective computer programs and applications
$     Troubleshoot the analysis and resolution of major hardware and software problems.
$     Design, implement, understand, interpret, and apply complex network configurations and applications. 
$     Establish and maintain effective and cooperative relationships with staff, contractors, service providers, consultants, appointed officials and the public.
$ 
Develop and implement policies and procedures.

$     Negotiate and administer contracts. 


$ 
Collect and analyze information, and to draw valid conclusions.
$ 
Write and present clear, concise, and persuasive reports.
$ 
Plan and mange the Information Technology budget
$ 
Communicate effectively orally and in writing.
$ 
Make effective presentations.
$     Lift fifty pounds.

$     Load and unload trucks, pack and unpack personal computers, and move retired personal computers and printers to storage.

DESIRED KNOWLEDGE, SKILLS, AND ABILITIES
$      Possession of a valid State of California Class C driver’s license.

PHYSICAL DEMANDS
Employees must be able to maintain physical condition necessary for sitting, walking, and standing for extended periods of time; some stooping, crawling, crouching, and climbing; maintain concentration and the capability to make sound decisions; maintain effective audio/visual discrimination and perception to the degree necessary for the successful completion of assigned duties.

FLSA: Exempt

This is a management at-will position.          
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