ERIE COUNTY TECHNICAL SCHOOL

Job Qualifications
TITLE:


Information Systems & Technology Manager

REPORTS TO:

Director

REVISION DATE: 
2/2006
SUPERVISES:

Facilities and Technology Secretary
REQUIREMENTS:
A. AAS or BS in Computer Science, MIS or related field

B. Act 34 & Act 151 Clearance

C. Must have two years of related experience.

D. Ability to organize, prepare and conduct technical presentations and workshops.

E. Basic programming skills in VBS, VBA. 

F. Experience administering, monitoring and troubleshooting network components including hubs, routers, switches, and firewalls. Cisco Router experience required.

G. Working knowledge of WINS, DNS, DHCP and proxy servers.

H. Experience with Exchange Server, Terminal Services, Microsoft ISA server, Veratis Backup system, and BackOffice.

I. Experience using Web development tools and managing Web pages.

J. Proficient with Microsoft Office products.

K. Strong understanding of security and access control.
L. Should have excellent communications skills, being able to effectively interface and collaborate with management, staff and other customers.  

M. Should be accustomed to working in a fast-paced environment, being able to communicate complex instructions to novice users, and work with customers in a proactive service ethic.

N. Working knowledge of anti-virus software programs and strategies.
O. Extensive understanding of active directory and deployment of group policies.
TALENTS:
This position requires the employee to possess a drive to be of service to others, an internal drive to achieve, and an ability to solve problems.  In addition the employee has master their area of expertise, works well in a team environment and is able to identify the perspectives of others in order to resolve issues.


Job Statement:
The employee will maintain and support computer systems/network (multi-platform computer facilities with approximately 250 computers, and 8 servers. Create and maintain network architecture. Service internal customer needs for software support and resolve technical problems and provide efficient support for the various information systems used by ECTS. 

PERFORMANCE RESPONSIBILITIES:
General:

1. Assist users of varying needs and abilities in using computers and technology in day-to-day operations.

2. Assist in the evaluation of hardware and software for its applicability to the organization’s requirements from product recommendations to cost justification.

3. Assist in technology budget planning and preparation.

4. Consult with faculty and staff on teaching and research technologies. 

5. Continue network and technological development to accommodate sustained organizational growth. 

6. Maintain and upgrade computer software.

7. Maintain inventory of all computer equipment, mapping documents of cable, and contracts, leases, and licenses and documentation.
8. Order supplies and coordinates the purchase of computer consumable items.

9. Serve as liaison between ECTS and support vendors.

10. Regularly exercise discretion and independent judgement concerning user needs.

11. Resolve problems arising in the operation of hardware, software and applications programs.

12. Work to resolve issues regarding system stability, conflicts, connectivity, printing problems, etc.
13. Develop IT Plans for system upgrades and future deployment.
14. Perform other related or similar duties as requested or as position responsibilities necessitate.

Network:

1. Primarily responsible for implementing the day-to-day maintenance and LAN administration.

2. Add, delete and modify user accounts using Active Directory and Microsoft Exchange.

3. Develop, install and maintain user policies.

4. Install and manage network server software, including back-up database management and fax software.

5. Install network hardware including servers, switches, hubs and routers.

6. Manage user access to network servers and other resources through assignment and termination of rights.

7. Manage worldwide web access and other interfaces to remote users.

8. Perform daily network monitoring including internet access, security and backups.

9. Provide advisory support to all levels of management on equipment, systems, and user levels.  

10. Create reports using query languages and report generators.
11. Understanding task automation and scripting languages.
Desktop Computers:

1. Assemble and configure computers and peripherals to include printers, hard drives, scanners, and input devices.

2. Troubleshoot MS Word, Excel, PowerPoint, Access and Outlook software packages.

3. Support the staff to optimize their use of computers and technology.

4. Provide consultations, workshops or training in applications.

5. Learn new software quickly.
6. Configure lab workstations with restricted user rights.

7. Deploy desktop computers with appropriate software and system settings.
Internal Help Desk:

1. Determine problems and take corrective action.

2. Coordinate vendor repairs as required. 

3. Implement recovery procedures, to include data retrieval, reconstruction and reconfiguration.
4. Evaluate response time and develop procedures to enhance help desk procedures.

5. Manage help desk personnel providing training and guidance to first level support.
Terms of Employment: 

12 months-228 days
Act 93 Administrative Compensation Plan

              My initials indicate I have reviewed this job description and understand its requirements.

Employee





Date

