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Classification Specification
	

	
	7341100

	
	IT SERVICES SUPERVISOR



Class Summary

The responsibilities of this classification include serving as a working supervisor of a group of technical staff assigned and dedicated to a specific information technology (IT) functional area or mix of functional areas supporting a department, multiple divisions or enterprise-wide systems. 

A functional area assignment includes one or more of the following: application development, LAN administration, desktop support, network operations, GIS, database development, help desk support and similar specialty areas. 

Distinguishing Characteristics

This is a stand-alone classification.  Incumbents are responsible for performing the full range of supervisory duties including evaluating performance and recommending and implementing discipline. Work requires detailed technical knowledge of the functional area assigned and accountability for all work products.  IT Services Supervisors implement operational aspects of IT strategic plans and ensure adherence to all policies and standard operating procedures within their work unit. Incumbents provide technical guidance to staff and resolve technical issues, ensure installed systems are working effectively and improvements are implemented and monitored to increase efficiency.  Incumbents at this level have the advanced knowledge required to implement technology solutions for functional areas.
This classification is distinguished from the IT Services Manager I in that an IT Services Manager I is primarily responsible for developing a work unit’s information technology strategic plan; planning, developing and managing the budget; and developing IT policies and procedures.    

Examples of Duties (May vary by position)

1. Supervise professional information technology staff in assigned function(s).  Establish priorities and work schedules; coach, motivate and evaluate job performance; conduct performance evaluations; recommend hiring and disciplinary actions; identify and recommend training needs and provide training.

2. Provide guidance and technical assistance to staff; troubleshoot and solve problems occurring within the group; resolve customer complaints.

3. Supervise the day to day administration and maintenance of assigned IT functional areas. Coordinate the integration and implementation of new applications or systems into existing applications and systems.  

4. Perform technical work in assigned specialty functional area. 

5. Work directly with clients on routine operational and maintenance issues. Identify, analyze and recommend appropriate technology solutions to meet business needs. 

6. Prepare work area standard operating procedures; ensure compliance with technology policies and procedures.

7. Provide input in the development of the work unit’s budget; may monitor expenditures.

8. Coordinate and implement functional area IT projects.  Participate in the preparation of IT project documents; may represent assigned area at Project Review Board.

9. Prepare written detailed documentation, and reports as required.  

10. Act as functional area technology representative with internal and external customers.  

11. Act as technical interface with consultants; monitor performance of contracts; evaluate vendor ability to perform requirements for functional area.  Implement service agreements.

12. Perform other duties as assigned.

Knowledge/Skills (May vary by position)
Knowledge of information systems techniques and principles including analysis, design, development, implementation, maintenance, documentation and training procedures and practices; skill in assigned specialty area

Knowledge of human resources and supervisory principles and practices

Knowledge of project management principles and techniques

Communication skills

Analytical, planning and organizational skills

Problem solving, conflict resolution and decision making skills 

Skill in performing technical analysis, design, implementation, maintenance, documentation, and training in area of specialty

Skill in supervising a technical work team

Skill in system documentation and writing standard operating procedures

Skill in working on a number of projects or assignments simultaneously

Skill in building consensus among a diverse group of individuals with conflicting viewpoints 

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
	None

	Class History
	Created   9/2009
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