Information Technology Manager   

Range 30

BOARD OF SUMTER COUNTY COMMISSIONERS
JOB DESCRIPTION
JOB TITLE:

Information Technology Manager
DEPARTMENT:

Information Technology 

DIVISION:

Support Services

GENERAL DESCRIPTION:
Plan, coordinate, maintain, direct and oversee the development, implementation, and maintenance of the County’s information technology systems.  Performs supervisory work in directing and managing staff.   Work is performed under the general supervision of the Director of Support Services with wide latitude for independent judgment.   
ESSENTIAL JOB FUNCTIONS
1. Maintains the County's server and network infrastructure.
2. Plans, directs, administers and participates in program development, analyses and operations; manages information systems (Voice and Data), procedures, preparing and maintaining systems, records and files.  Plans, organizes and directs all information technology activities in the County.
3. Designs, develops, coordinates and procures new technological solutions to County processes. 
4. Coordinates and delegates the tasks of the information technology contract staff including Help Desk personnel.  Supervises consultants or vendors working on information technology related projects.
5. Manages information technology projects, including the installation and implementation of systems, infrastructure, hardware and software. 
6. Ensures the confidentiality, security and integrity of the County's information resources.
7. Develops and implements information technology policies and procedures. 
8. Assesses departmental needs, coordinates and prioritizes responses with available resources. Makes recommendations to management on all information technology issues.
9. Develops, prepares and administers information technology budget.
10. In the event of an emergency or crisis situation (hurricane, flood, etc.) position is required to respond/perform recovery duties as assigned by immediate supervisor.

11. Regular attendance.

[These essential job functions are not to be construed as a complete statement of all duties performed. Employees will be required to perform other job related marginal duties as required.]
MINIMUM QUALIFICATIONS:

KNOWLEDGE, SKILLS AND ABILITIES:

· Comprehensive knowledge of all phases of systems design, analysis, programming, hardware maintenance, networking and computer operations in an interactive and real time environment.
· Comprehensive knowledge of the functions and operations of County departments.

· Knowledge of using Microsoft Windows Servers (OS, SQL, Exchange, etc.) for networking computer systems.

· Considerable knowledge of data processing principles, telecommunication operation principles and telephone systems. 

· Ability to supervise a staff of professional and contract employees.

· Ability to independently determine and recommend actions to enhance the information technology services, using initiative and judgment based on technical expertise and knowledge.

· Ability to communicate effectively and professionally in written and verbal forms.  

· Ability to analyze and troubleshoot network and/or hardware malfunctions and takes corrective action.  

· Ability to establish and maintain effective working relationships with County staff, Elected Officials, co-workers, vendors and related entities. 
· Ability to determine departmental and system-wide needs of an intranet and internet information system and formulate an effective program to meet those needs.

· Ability to write clear and concise reports.
· Ability to plan and supervise the work of professional and technical personnel.
EDUCATION AND EXPERIENCE:

· Graduation from an accredited four (4) year college or university with a Bachelor's Degree in Computer Science or related field.
· Six (6) years of automated information systems operation
· Four (4) years progressive management experience
 (Comparable training, education or experience may be substituted for above minimum qualifications).
LICENSES, CERTIFICATIONS OR REGISTRATIONS:

· Valid Florida Driver’s License and a driving record acceptable to insurance provider.
· Certified Network Professional

· Project Management Professional preferred
ESSENTIAL PHYSICAL SKILLS:

· Acceptable vision (with or without correction)

· Acceptable hearing (with or without correction)

· Ability to sit at a desk and view a display screen for extended periods of time.

· Ability to enter and retrieve data from a computer at a prescribed rate of speed.
· Must be able to communicate using speech, hearing, and vision skills.

ENVIRONMENTAL CONDITIONS:

· Requires frequent travel between County locations.

· May require outside work in varying temperatures.

· Requires frequent work inside in an office environment.

· Works closely with others.
Reasonable accommodation will be made for otherwise qualified individuals with a disability.
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