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INFORMATION TECHNOLOGY SUPERVISOR
DESCRIPTION:  Under administrative direction, supervises three or more professional Information Technology (IT) staff at a minimum level of pay grade 16/356 assigned to support agency information technology; supervises, designs, develops and implements projects; performs related work as required.
DISTINGUISHING CHARACTERISTICS:  (Placement of a position within this class is based on established factors applicable to the class as a whole, including those outlined below.)

This is the first of three levels in the IT Management class series.  This level is distinguished from the other levels in the series by the number and levels of staff reporting to it as well as having technical and security duties assigned where the IT Manager classes do not. 

EXAMPLES OF WORK:  (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned.)

Supervisory Duties:

· Supervise three or more professional IT staff at salary grade 16/356 or above.

· Manages and directs all aspects of an IT unit.

· Personnel activities and actions, including but not limited to: hiring, performance evaluations, grievances and discipline.

· Develops and maintains sufficient staff, properly trained and with the right combination of technical skills.

General Duties:

· Receives users request for technical assistance.
· Documents user request

· Performs initial analysis of user request.

· Analyzes request and determines course of action

· Instructs user on problem resolution

· Promotes issue to technical specialists

· Assures problem resolution

Technical Duties:

· Analyzes and diagnoses hardware and software problems

· Resolves problems with printer output and print ques

· Re-boots or IPL’s hardware or contacts appropriate staff to perform the re-boot or IPL

· Requests changes in network hardware and cabling configuration

Security Duties:
· Assures system security

· Enforces agency security policies

· Maintains user profiles

INFORMATION TECHNOLOGY SUPERVISOR (continued)
FULL PERFORMANCE KNOWLEDGE, ABILITIES AND SKILLS REQUIRED:  (These may be acquired on the job and are needed to perform the work assigned.)

Knowledge of:  agency business methods and communications; employee development through establishment of long and short term goals.
Ability to: organize teams to meet skills needs and employee development opportunities; understand agency business needs and mission; identify key causes; determine long term outcomes of a change in operations; manage financial/material/personnel resources; apply analytical thinking.
Skill in: customer service; communicating with others; evaluating agency needs and establishing short and long range plans based on needs.
ENTRY KNOWLEDGE, ABILITIES AND SKILLS REQUIRED:  (Applicants will be screened for possession of these through written, oral, performance and/or other evaluations.)

Knowledge of: computers and electronics; applicable standards and procedures regarding systems development and documentations; agency business processes and functions; labor contracts; personnel rules, regulations and policies applicable to supervision of staff; 

Ability to:  cope with pressure, stress, criticism, setbacks, personal and work-related problems, etc.; evaluate and interpret a variety of factors; coordinate work and activities of others; identify needs of and coach others; evaluate information against a set of standards and verify that it is correct; monitor processes, material and surroundings; resolve conflict/negotiate with others; keep up-to-date and use job relevant knowledge.

Skill in:  active learning; active listening; oral and written comprehension and expression; reading comprehension; critical thinking; deductive reasoning; implementation planning; inductive reasoning; information organization; initiative; innovation; judgment and decision making; making decisions and solving problems; organizing, planning and prioritizing; performing administrative tasks; persuasion; providing consultation and advice to others; solution appraisal; system evaluation; time management. 
JOB PREPARATION GUIDELINES:  (Entry knowledge, abilities and/or skills may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)

Any combination of training, education and/or experience that will enable an individual to possess the required knowledge, skills and abilities.  A general qualification guideline is an Associate’s degree in computer science or related field, extensive technical and business related experience and experience in leading IT staff or managing IT projects.

