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Nat ure of Work

Under adm nistrative direction, perfornms full-performance |evel
adm ni strative and supervisory duties directing the data
processi ng operations of a snaller agency systemor as a first
| evel or specialty function admnistrator in a |arge,
conprehensi ve data processing program Specific unit activities
i ncl ude systens or applications progranm ng, or conputer
operations in addition to distribution; schedules work and sets
unit priorities for the nost efficient utilization of equipnent
and personnel. Resolves equi pnment problens and coordi nat es
system usage by agency personnel. Provides advice and assi stance
to managenent. Perforns related work as required.

Di stingui shing Characteristics

| nformati on Systens Manager 1 is distinguished fromlnformation
Systens Manager 2 by the specific unit activities in the State's
central data facility; work is in an area wth a discrete
function. 1In a state agency, the Information Systens Manager 1
is responsible for overseeing the work of a staff involved in
progranmm ng, computer operations, or support services including
LAN managenent, network support, and personal conputer support
(bot h hardware and software).

Exanpl es of Work

Organi zes, assigns, directs and reviews the work of a smal
group of professional or technical personnel in the
operation of an agency data processing function.

Supervi ses programm ng or conputer operations.

Pl ans work schedul es and set priorities to nmake the nost
efficient use of avail abl e personnel and equi prent.

Anal yzes agency operations and determ nes feasibility and cost
of conversion frommanual to el ectronic records managenent
or conversion fromone automation platformto another.

Anal yze and establishes data processing unit procedures and
wor k st andards; sets standards for equi prent mai ntenance and
t r oubl eshoot i ng.

Advi ses staff and coordi nates the resol ution of hardware and
sof tware probl ens.

Directs the design, devel opnment and inplenmentation of new
systens and new applications; reviews system expansi on
proposal s and reconmends the purchase of new equi pnent; may
devel op equi pnent specifications proposals or new system
eval uati on standards; may coordinate the installation of new
equi pnent .
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Know edge, Skills and Abilities
Know edge of the uses and potentials of nodern data processing
equi pnent and their respective advantages and |imtations.
Know edge of state purchasing rules and guidelines in order to
write, evaluate and negoti ate equi pnment and software
procur enent .
lity work effectively with users, data processing personnel,
and vendor representatives in resolving equipnent and
oper ati ons probl ens.
ility to prepare and present witten and oral reports on
equi prent utilization and individual and group performance
characteristics.
lity to plan and supervise the activities of
par apr of essi onal s or techni cal personnel.
ity to devise work and production schedul es to neet user
requi renents as well as nodify these same schedul es to neet
changi ng demands on personnel and equi pnents in energency
si tuati ons.
lity to work effectively with agency officials and the
general public.
Ability to communicate effectively, orally and in witing.
Ability to eval uate equi pnent and operational problens and
working with technicians to identify problenms and fornul ate
sol uti ons.
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M ni mum Qual i fications

TRAI NI NG Graduation froman accredited four-year college or
uni versity.

SUBSTI TUTI ON  Addi ti onal experience as descri bed bel ow may
substitute for the above training on a year-for-year basis.

EXPERI ENCE Three years of full-tine or equivalent part-tine
pai d experience in conputer progranmm ng, office automation
pl anni ng, purchasi ng and i npl enentati on of hardware and
software, tel eprocessing, system analysis, or supervision of
conput er operations.

SUBSTI TUTION A nmmjor in conputer science may substitute for
one year of required experience.
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