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Nat ure of Wrk

This is highly responsible and conpl ex admi ni strative work
in directing and coordi nating the systens and data processing
service functions of the state; responsible to the Secretary of
the Departnent of Administration for a programto establish,
devel op, coordinate, and inprove systens and data processing
functions in the various state agencies for the purpose of
pronmoting nmore effective and efficient admnistration

Maj or admi nistrative responsibilities in the field of
el ectronic data processing include: policy |eadership; |iaison
with state agencies in devel opi ng systenms and procedures and
assuring the maxi mum usage of systens and data processing,
personnel and equi prnent; audit and control of data processing
policies and procedures to insure cost-effective use of data
processing resources; strategic planning for the effective use of
data processing resources to enable state agencies to carry-out
their appointed functions. The incunbent shall have wide
latitude in perfornmance of duties within the framework of rules
and general policies, subject through reports and anal ysis of
results by the Secretary. Perforns related work as required.

Exanpl es of Work

Directs the work of the Data Center, provides direction for
the technical staff, and is responsible for the training,
di scipline and noral e of the enpl oyees.

Encour ages increased recognition of the role of systens,
procedures and anal ysis as a neans of inproving state
services.

Provi des gui dance and assi stance in systens anal ysi s,
reviewing all proposed revisions of systens involving
autonati c data processing equi pnent to assure feasibility
of application, econonmic justification, proper system
design, and suitability of equiprent.

Determ nes the control of data processing equi pnment on the
basis of the type and quantity of processing and amount of
processi ng needed by state agencies, availability of
present equi pment, and present and future state agency or
i nter-agency utilization of equipnent.

Reconmends t he physical |ocation of autonatic data processing
equi prent whi ch may be based on all or sone of the
following factors: type and quantity of processing
utilization, staffing requirenments, and nature of source
docunent s.

Reviews all requisitions or |eases fromany state agency for
data processi ng equi prent which may be nmade to the
Depart ment of Administration and recomrends approval or
di sapproval .
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Exanpl es of Wirk (cont'd)

Provi des tabul ati ng and conputi ng services through the Data
Center to serve agencies not having such equi pnent or to
assi st agencies with equi pnent to handl e peaks or
over | oads.

Est abl i shes and maintai ns an equi pnent utilization reporting
and eval uation systemto be followed by all agencies
operati ng equi prent .

Revi ews all personnel actions fromany state agency relative
to data processing services

Know edge, Skills and Abilities

Know edge of the principles and practices of the

adm nistration of state governnment, preferably in West
Vi rgini a.

Ability to analyze administrative problens and to interpret
and apply general policies in specific situations.

Ability to nmake deci sions and assume responsibility for these
deci si ons.

Ability to plan, organize, direct, and coordinate the work of
ot hers.

Ability to delegate authority, fix responsibility, and
eval uate staff work.

Ability to plan and conduct a professional staff devel opnent
program

Ability to establish and maintain effective working
rel ati onships with a wi de range of executive, departnenta
and public representative.

M ni mum Qual i fications

Training: Graduation froman accredited four-year college or
uni versity.

Substitution: Associate Degree in business adninistration,
public admi nistration, conputer science/ nanagenent, or
related field, froman accredited two-year college, plus
two years of supervisory experience in a data processing
envi ronment may be substituted for the required training.

Experience: Ten years of full-tinme or equivalent part-tine
pai d experience including five years administrative or
staff enploynent in governnent or in private industry in a
capacity in which the individual worked with and gai ned
extensi ve know edge of the principles and practices of
governnent. Three years of the required experience nust
have been in an administrative capacity involving data
processi ng system devel opnent responsibilities.
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M ni num Qual i fications (cont'd)

Substitution: Gaduate training in an appropriate field my
be substituted for the required non-adm nistrative
experience on a year-for-year basis.

Pronotional Only: Additional data processing experience can

substitute for the required training on a year-for-year
basi s.

Est abl i shed: 3/ 21/ 96
Ef fective: 7/ 16/ 96



