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Position:
Job Title:

Information Technology Coordinator





Department Name:
Information Technology





Supervisor Title:
Judge Executive


Position Summary

Coordinate, maintain, and support the County’s information system’s to include hardware, software, peripheral equipment, VoIP systems, network (LAN and WAN), video security system, door access control, etc.   
Duties and Responsibilities

Essential Duties: 
· Provides hands on day-to-day operational support for all County computing systems.  

· Provides strategic planning, evaluation, and coordination of the information and technology systems.  

· Oversees the network infrastructure, including local area networks and wide-area networks including voice networks.

· Responsible for the management of multiple information and communications systems and projects, including voice, data and wireless networks.  

· Designs, implements, and evaluates the systems that support end users in the productive use of computer hardware and software. 

· Ensures hardware and software meets the needs of end users and updates operating systems as needed. 

· Manages all computer licenses assigned to end users.  

· Develops and implements or locates and makes available user-training programs in conjunction with the Department Head requesting the training. 

· Oversees and evaluates system security and back up procedures. 

· Manages the implementation of any new county-wide information systems, as needed.  

· Approves and coordinates all projects related to selection, acquisition, development and installation of major information systems for the county. Provides advice on evaluation, selection, implementation and maintenance of information systems, ensuring appropriate investment in strategic and operational systems. Evaluates systems to measure their success.

· Reviews all hardware and software acquisition and maintenance contracts, soliciting involvement and participation of other management team members as appropriate.  
· Develops and maintains County policies and standards aimed at maximizing effectiveness and minimizing costs related to the acquisition, implementation and operation of IT systems.

· Develops a master purchase or lease agreements for hardware, software, maintenance and telecommunication services. 

· Develops and monitors the approved annual operating budgets for information and technology systems. 

· Maintains contact with IT suppliers and maintains knowledge of current technology, equipment, prices and terms of agreements to minimize the investment required to meet established service levels. Evaluates alternatives, performs appropriate cost benefit analysis, and recommends solutions that maximize effectiveness and minimize costs while meeting needs.
· Manages relationships with vendors for sales, service and support of all information systems and technology. Maintains problem logs, documenting system errors or defects. Serves as the primary contact to software, hardware and network-related vendors, consultants, and partners.  Ensures all third-party providers complete work as expected.  
· Responsible for the technology vision and planning process that will regularly evaluate existing technology, information systems, and staffing, research new solutions and technologies and recommend changes.

· Responsible for planning, development, evaluation, coordination and management of the information and technology systems for the County. This includes telephones, data management and office automation.

· Develops and enforces policy and procedures to ensure the protection of the County’s IT assets and the integrity, security and privacy of information entrusted to or maintained by the County.

· Oversees the linkage between external technology systems (e.g. government agencies, vendors and other cloud based services) and the County’s IT resources.

· Recommend changes to software applications based on analysis of their impact to all users requirements. 

· Gather and analyze changing requirements of users and develop effective and feasible ways to satisfy user requirements. 

· Ensures that all information systems and networks operate according to internal standards, regulatory agencies and legal requirements, including HIPAA.

· Develops and maintains the systems architecture, defining standards and protocols for data exchange, communications, software and interconnection of county network information systems.

· Develop and maintain disaster recovery plan in the event of power failure, damage to systems or complete loss of IT Systems.

· Facilitate correction of any system failures, contact point for IT Systems problems and maintenance. 

· Oversee the development, maintenance, and communication of systems documentation, policies, and procedures.

· Perform other duties as assigned or required.
Position Dimensions

Please do not indicate personal qualifications but rather the job requirements.

Education and Experience: The minimum amount of education and experience required. Specify the field of study or area of training, specific skills, and areas of experience.
Requires a bachelor's degree in Computer Information Systems, Computer Science, Business Administration or a related field.  Minimum of five years’ experience in more than one of the following; information management systems, local area computer networks, network telephone systems, voice, video, and data telecommunications systems, internet and intranet systems and information systems support or equivalent.  Experience should also include exposure to both shared and outsourced solutions, as well as support of in-house information and communication systems in a multi-site client-server environment.  
Supervisory Responsibility: List the number of people you supervise and titles, if any.
May supervise college intern(s). 
Working Conditions Component

Working conditions are the physical surroundings of a worker in a specific job. 

Mark the work conditions that are present on the job.

· 75% or more of the work is performed indoors

· 75% or more of the work is performed outdoors

· Work is performed in equal amounts inside and outside

· Extremes of cold and temperature changes

· Extremes of hot and temperature changes

· Wet Surroundings: Contact with water or other liquids.

· Humid Surroundings: Atmospheric condition with moisture content sufficiently high to cause marked bodily discomfort.

· Sufficient noise, either constant or intermittent, to cause marked distraction or possible injury to the sense of hearing.

· Sufficient vibration (production of an oscillating movement or strain on the body or its extremities from repeated motion or shock) to cause bodily harm if endured day after day.

· Fumes such as smoky or vaporous exhalations thrown off as the result of combustion or chemical reaction.

· Odors to include any disagreeable sensation, stimulation, or perception of the sense of smell.

· Dust such as textile dust, flour, wood, leather, feathers, etc., and inorganic dust such as silica and asbestos which make the workplace unpleasant.

List any other disagreeable elements present in the work environment.

Strength Rating

Following are descriptions of the five terms in which the Strength Requirement is expressed. Check the appropriate description that best describes the overall physical demands of the position.
· S-Sedentary Work – Exerting up to 10 pounds of force occasionally (Occasionally: activity or condition exists up to 1/3 of the time) and/or a negligible amount of force frequently (Frequently: activity or condition exists from 1/3 to 2/3 of the time) to lift, push, carry, pull, or otherwise move objects, including the human body. Sedentary work involves sitting most of the time, but may involve walking or standing for brief periods of time. Jobs are sedentary when walking and standing are required only occasionally and all other sedentary criteria are met.

· L-Light Work – Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force frequently, and/or a negligible amount of force constantly (Constantly: activity or condition exists 2/3 or more of the time) to move objects. Physical demand requirements are in excess of those for Sedentary Work. Even though the weight lifted may be only a negligible amount, a job should be rated Light Work: (1) when it requires walking or standing to a significant degree, or (2) when it requires sitting most of the time but entails pushing and/or pulling of arm or leg controls; and/or (3) when the job requires working at a production rate pace entailing the constant pushing and/or pulling of materials event though the weight of those materials is negligible. NOTE:  The constant stress and strain of maintaining a production rate pace, especially in an industrial setting, can be and is physically demanding of a worker even though the amount of force exerted is negligible.

· M-Medium Work – Exerting 20 to 50 pounds of force occasionally, and/or 10 to 25 pounds of force frequently, and/or greater than negligible up to 10 pounds of force constantly to move objects. Physical Demand requirements are in excess of those for Light Work.

· H-Heavy Work – Exerting 50 to 100 pounds of force occasionally, and/or 25 to 50 pounds of force frequently, and/or 10 to 20 pounds of force constantly to move objects. Physical Demand requirements are in excess of those for medium work.

· V- Very Heavy Work – Exerting in excess of 100 pounds of force occasionally, and/or in excess of 50 pounds of force frequently, and/or in excess of 20 pounds of force constantly to move objects. Physical Demand requirements are in excess of those for Heavy Work.
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