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Classification Specification
	

	
	7305100

	
	IT SERVICES MANAGER I



Class Summary

The responsibilities of this classification include managing one or more assigned information technology (IT) functions supporting a department, multiple divisions or enterprise-wide systems.  

Work focuses on planning and overseeing IT services and project management, developing policies and procedures, preparing and managing budgets, and developing and implementing tactical aspects of the IT strategic plan for assigned functions.   

Distinguishing Characteristics

This is the first level within a three-level IT Services Manager classification series.  Incumbents manage a unit and oversee multiple professional technical staff directly and through subordinate IT Services Supervisors.  The work of the unit is performed by technical staff and working supervisors in the IT Services Supervisor classification.  Technology functional areas include application development, LAN administration, desktop support, network operations, GIS, database development, help desk support and similar specialty areas.

This classification is distinguished from the next higher level in that the IT Services Manager II is a section manager responsible for overseeing multiple professional work units managed by IT Services Managers and integrating activities across assigned departments or other major organizational units.  

Examples of Duties (May vary by position)

1. Supervise technical staff directly or through subordinate IT Services Supervisors.  Determine staffing needs and configurations.  Determine funding and resources  to meet needs.  Establish standards and assessment criteria.  

2. Manage the development and maintenance of systems, functions, applications and projects in assigned area.  Develop and implement plan(s) for upgrades and conversions for assigned system(s); direct the development and oversee the implementation of long and short-range plans.

3. Develop uniform development and upgrade protocols and processes.  Monitor compliance with technology standards and policies. 

4. Direct the analysis and recommend appropriate technology solutions to meet business needs. Determine or recommend changes in software, hardware or other IT products; oversee implementation.

5. Develop, plan and coordinate IT projects. Guide technical staff to manage projects efficiently including project definitions, work plans, documentation, scheduling, control methods and status reporting.  Prepare IT Project documents and represent assigned area at Project Review Board.

6. Prepare detailed analytical, statistical and narrative reports.  Write explanations of customer requirements, justifications for funding, service agreements, feasibility study reports, planning documents and technical requirements and contracts in order to obtain funding required and resources for new IT systems and to document applications or systems.

7. Plan, develop and manage the work unit’s IT annual budget; monitor expenditures and reallocate resources as necessary to achieve goals in assigned areas.

8. Manage agreements regarding software licensing, upgrades, replacement planning and vendors for assigned system(s).

9. Plan and develop functional areas consultant contract documents including Requests for Proposals (RFPs), Invitations to Bid (IVB) and develop service agreements. 

10. Act as technology representative with internal and external customers for assigned functions.  

11. Perform other duties as assigned.
Knowledge/Skills (May vary by position)
Knowledge in information systems techniques and principles including analysis, design, development, implementation, maintenance, documentation and training; skill in assigned specialty area

Knowledge of human resource principles and practices 

Knowledge and skill in applying budget techniques and principles

Knowledge and skill in the application of supervisory and management techniques and principles 

Knowledge of IT project management principles and techniques including budgeting and resource allocation

Strategic IT planning skills 

Communication skills

Analytical, planning and organizational skills

Problem solving, conflict resolution and decision making skills 

Skill in overseeing technical analysis, design, implementation, maintenance, documentation, and training

Skill in managing and overseeing multiple IT projects simultaneously

Skill in developing IT policies and procedures 

Skill in identifying, recommending and implementing solutions to information technology issues

Skill in building consensus among a diverse group of individuals with conflicting viewpoints and convincing others to initiate action

Licensing, Certification and Other Requirements

Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.
	FLSA Designation
	Exempt (Administrative)

	Service Status
	Career Service 

	Levels within same series
	IT Services Manager I, II, III

	Class History
	Created    09/2009
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