	
	

	[image: image2.jpg]



	Sample Job Description


This is a sample job description document.  It contains some of the duties, responsibilities and qualifications typically associated with this position, but is not intended to serve as a model or advice for specific job description content and format.  Your company should add, modify or delete as needed for your purposes.
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	Sample Job Description Continued



Information Systems Manager

Sample 1

	Job Title:
	Information Systems Manager
	FLSA Status:
	

	Department:
	Information Systems
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

Manages and coordinates development and production activities of information systems department by performing the following duties personally or through subordinate personnel.

Essential Duties and Responsibilities

This list of duties and responsibilities is not all inclusive and may be expanded to include other duties and responsibilities as management may deem necessary from time to time.

· Consults with Information Systems Steering Committee to determine information requirements of management, chemists, or support functions, to determine boundaries and priorities of new projects, and to discuss system capacity and equipment acquisitions.

· Develops and recommends short and long range systems plans.

· Confers with systems users involved with proposed projects to ensure cooperation and further define nature of project.

· Defines equipment and training needs based on proposals and user input.

· Communicates verbally or in writing to inform management of project status and deviation from goals.

· Contracts with management specialists, technical personnel, or vendors to solve problems.

· Develops and modifies system operating schedule to maximize usage.

· Reviews reports of computer and peripheral equipment production, malfunction, and maintenance to ascertain costs and plan operating changes.

· Develops and manages systems budget.

· Assists employees to diagnose and solve computer software and equipment problems.

· Participates in technical projects such as writing equipment specifications or developing computer programs for specified applications.

· Consults with management and employees regarding voice communication needs.

· Recommends equipment and supports equipment purchased personally or through contract services.

· Trains users and aids them in finding voice equipment hardware and software solutions to problems.

Supervisory Responsibilities
Directly supervises 1-3 employees in the Information Systems Department. Carries out supervisory responsibilities in accordance with the organization's policies and applicable laws. Responsibilities include interviewing, hiring, and training employees; planning, assigning, and directing work; appraising performance; rewarding and disciplining employees; addressing complaints and resolving problems.

Qualifications

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and/or Experience

Requires education in computer systems generally equivalent to a bachelor's degree from a four-year college or university and six years related experience and/or training.

Language Skills

Ability to read, analyze, and interpret general business periodicals, professional journals, technical procedures, or governmental regulations. Ability to write reports, business correspondence, and procedure manuals. Ability to effectively present information and respond to questions from groups of managers, clients, customers, and the general public.

Mathematical Skills

Ability to work with mathematical concepts such as probability and statistical inference, and fundamentals of plane and solid geometry and trigonometry. Ability to apply concepts such as fractions, percentages, ratios, and proportions to practical situations.

Reasoning Ability

Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability to interpret an extensive variety of technical instructions in mathematical or diagram form and deal with several abstract and concrete variables.

Physical Demands

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to sit; use hands to finger, handle, or touch objects, tools, or controls; and talk or hear. The employee is occasionally required to stand, walk, and reach above shoulders. The employee must occasionally lift and/or move up to 50 pounds of computer equipment and cable.

Work Environment

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

	Employee Acknowledgment
	
	Date:
	

	The above statements reflect the general details necessary to describe the principle functions of the occupation described and shall not be construed as a detailed description of all the work requirements that may be inherent in the occupation.


Sample 2

	Job Title:
	Information Systems Manager
	FLSA Status:
	

	Department:
	Information Systems
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

Supports the business through overall management of IT resources throughout the enterprise.  Resources include, team personnel, management tools, network infrastructure, storage, telecommunications, servers, email, firewalls, security, operating systems, mobile devices, helpdesk software and financial resources.  Responsibilities also include vendor management, strategic planning, disaster recovery, system metrics, asset management, software license compliance and auditing.
Essential Duties and Responsibilities

This list of duties and responsibilities is not all inclusive and may be expanded to include other duties and responsibilities as management may deem necessary from time to time.

1. Oversees network planning, monitoring, maintenance and support (LAN, WAN, MPLS, VPN, DNS, DHCP, TCP/IP, CLOUD technologies, firewalls, switches).
2. Manages telephony planning, monitoring, maintenance and support (VOIP, PBX, FAX, MITEL, CUDATEL, POLYCOM, handsets, headsets, peripherals.
3. Directs end user support activities. Implements infrastructure and systems that support new business processes and/or services.  Handles all escalations for hardware, software, network, telephony, and licensing.
4. Manages hardware and software assets (Blear, Viewfinity, KACE helpdesk, hardware/software deployment).  Collaboratively designs IT solutions to achieve overall business goals.
5. Oversees exchange, account management, policies and procedures.
6. Manages vendor relationships including hardware and software vendors;  ensures that service level agreements (SLAs) are met.
7. Ensures security systems are in place and fully operational (Active Directory, NTFS, Sonicwall GMS, ISO 27002, ESET-AV).
8. Directs infrastructure planning and monitoring activities (Dell servers, Netapp SAN, Disaster recovery, metrics).
9. Develop and manage IT budget.
10. Develops and implements IT policies, procedures and best practices.
11. Managerial responsibilities include mentoring, coaching, and counseling colleagues.  Conducts performance appraisals.  Hires, trains and develops new colleagues as needed.
12. Performs other duties and responsibilities as requested or required.
Qualifications

· Strong leadership orientation – Actively seeks ways in which to act as a role model, guide, develop and mentor others within the department.
· Ability to evaluate the technology solutions to the business needs of the organization and find the best possible tools to meet those needs.
· Solid customer focus and ability to work under pressure; ability to maintain awareness of, and seek to meet the needs and wants of the customer without being prompted.
· Proven track record in working collaboratively with executive stakeholders to solve business problems.
· Excellent verbal, written and interpersonal communication skills.
· Solid organizational skills and the ability to handle multiple projects simultaneously.
· Strong project management experience.
Education and/or Experience

· Minimum of seven years of previous  information technology or related experience

· Previous management or supervisory experience desired

· Bachelor’s degree in Computer Science or related technical field or equivalent experience

· Master’s or advanced degree preferred

Certifications & Licenses

· Project Management Professional (PMP) certificate desirable
Physical Demands

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to sit; use hands to finger, handle, or touch objects, tools, or controls; and talk or hear. The employee is occasionally required to stand, walk, and reach above shoulders. The employee must occasionally lift and/or move up to 25 pounds of computer equipment and cable.

Work Environment

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The position is an office-based position.  The colleague may perform work-related travel.
	Employee Acknowledgment
	
	Date:
	

	The above statements reflect the general details necessary to describe the principle functions of the occupation described and shall not be construed as a detailed description of all the work requirements that may be inherent in the occupation.


This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
For further assistance call or visit www.mranet.org, © MRA – The Management Association, Inc. 
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