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Nat ure of Work

Under general supervision, perforns advanced work supervising a
unit of Information System Consultants. Reviews the work of
subordinates to ensure that specifications witten and
recommendati ons nmade will meet user needs and that the decisions
are technically sound and cost effective. Prioritizes workl oads,
assi gns schedul es, and reviews requests. Manages and coordi nat es
the work of independent consultants. Perforns related work as
required.

Di stingui shing Characteristics

This level of Information Systens Consultant is designated as a
supervisor wth signature authority for |eave requests,
performance eval uations and tinme sheets. The supervisor nakes
j ob assignnments based on the relative priority of a given
project. The supervisor oversees the training of subordinates
and determ nes availability and accessibility of semnars for
training staff. The supervisor nmay conpl ete maj or procurenent
docunent s i ndependent of staff assistance.

Exanpl es of Work

Revi ews requests from state agencies for hardware/software and
related informati on technol ogy procurenent; assigns research
work to subordi nates and nonitors the conpletion schedul e.
Approves hardware/ software and i nformation technol ogy rel ated
requests at an agency designated | evel.

Revi ews subordi nates' work for consistency and for soundness
of the decision; conpares user requests with project
recommendati ons to ensure cost effectiveness and user benefits.
Revi ews service charges to be billed to user agencies.

Reports on the status of projects weekly.

Works with subordinates as a project |eader while training
themto assune that position

Approves all sick and annual |eave to ensure adequate staffing
and authorizes tinme sheets.

| dentifies potential problens and their sol utions when worKki ng
on speci al projects.

Manages and coordi nates the work of independent consultants.

Know edge, Skills and Abilities

Know edge of capabilities and |imtations of information
t echnol ogy.

Knowl edge of data processing/word processing concepts.
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Know edge, Skills and Abilities (cont'd)

Know edge of information technol ogy hardware/software and its
t er m nol ogy.

Know edge of data conmuni cati ons.

Know edge of organi zational theory and principles of
managenent .

Ability to analyze and eval uate work environnents, information
t echnol ogy systens and i nformation processes.

Ability to evaluate conplex information systens and to
understand their structure and conponent parts.

Ability to establish effective working relationships with
subor di nat es.

Ability to prepare flow charts, graphs, tables, and status
reports.

Ability to identify flaws in data el enents.

Ability to conmunicate clearly, both orally and in witing.
Ability to analyze information problenms and apply technical

i nformation sol utions.

Ability to supervise subordinate Information Systens staff.

M ni mum Qual i fications

TRAINING G aduation froman accredited four-year college or
university with a degree in conputer science, business

adm ni stration, communi cations, journalismor other fields with
fifteen (15) hours of conputer science courses or courses within
the major field of study that concentrate on conputer skills,
three (3) hours of research nethods, six (6) hours of

Engl i sh/ Engl i sh conposition which includes three (3) hours of
busi ness English or technical English, and six (6) hours of
public speaki ng and/ or debate.

SUBSTI TUTI O\ Successful conpletion of sixty (60) senester
hours froman accredited college or university and four years
of experience in a position utilizing conputer skills and either
research or technical witing skills may substitute for the
training on a year-for-year basis. One year of experience in
public speaki ng such as teaching, sales, or tour guide may
substitute for the required six (6) hours of public speaking
and/ or debate.

EXPERI ENCE: Three years of full-tinme or equivalent part-tine
pai d experience as an Information Systens Consultant 11

SUBSTI TUTI ON: Twel ve hours of conputer science or data
processing may substitute for one year of the required

experi ence.
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