
COMPUTER DIRECTOR

Position Purpose:
The purpose of this position is to provide management of systems and personnel in the planning, development, implementation, upgrading and support of the use of information technology in the Town of Norwood.  The primary technology focus is in the areas of systems management, network administration and database administration technology.  Manages the technology infrastructure for all town departments, keeps abreast of new technology, and plans for the future. Provides direct support to the school technology department as needed; all other related work as required.  

Supervision:
Scope and Judgment: Performs highly technical and responsible duties requiring extensive judgment and initiative in planning for, managing, maintaining and supporting the use of information technology throughout the Town; development of Town-authored applications, using third- and fourth-generation languages and report-generators; implementation and support of vendor-licensed applications; and other activities related to the use of information technology throughout the Town Department.

Supervision Received: Works under the administrative direction of the General Manager with an ability to make decisions with a high degree of individual initiative and independence from direct supervision. 
Supervision Given: Supervises full-time and part-time employees as well as various contractors and consultants as required. Participates in hiring of staff; provides daily direction and leadership, prepares employee performance evaluations, and counsels and disciplines staff consistent with town policies.

Job Environment:

Work is performed under typical office conditions with electro-mechanical computer- and telecommunications-related equipment; exposure to noise from printers, bursters, decollators and other computer-related equipment.  Portions of computer system/peripheral locations may have more stringent climate controls. Employee travels to various building sites throughout the Town.

Operates enterprise-wide, departmental and PC-based computer systems, components, and other office equipment.  

Has regular, daily contact with full and part-time personnel, department heads and personnel, various consultants and vendors. Has infrequent contact with the general public.  Contacts are in person, in writing, by email and by telephone.

Has access to all confidential information from accessible computer network files including employee records, passwords and daily user activity.
Errors could result in damage to or loss of information, damage to hardware or software, delay or loss of service, financial and legal repercussions, reduced levels of production from users, and disclosure of confidential information. 

Essential Functions:  

(The essential functions or duties listed below are intended only as illustrations of the various types of work that may be performed. The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position.)
Provides leadership, management, technology vision and definition of all daily computer and communication activities of the Information Services function.  Determines the needs of the user community and recommends improvements for hardware and software upgrades. Delivers multiple IT projects in a timely manner.  Prepares and presents to upper level management and Town Meeting on current or future technology projects and budget items.  Hires, trains, and supervises Information Services staff and consultants.

Responsible for maintaining, monitoring the local and wide area networks of numerous buildings and associated information technology standards within the town and school department.  Ensures both physical and information security of town’s information systems

Provides technology support during normal business hours with additional support as needed.

Maintains disaster recovery plan, capital budget strategy, strategic computing plan, capacity projection, security scheme, and network design.

Directs and manages town user services such as help desk, user training, user 

email accounts, and email performance on the network. Ensures connectivity within the locations throughout the town is reliable and the ability to connect to the outside world is available.   Researches new and advanced network technologies based on Municipality’s needs and requirements.

Monitors the network ensuring that appropriate hardware and software technologies are used.  Oversees the development of all necessary documented policy network standards. Oversees the implementation of new network hardware where necessary to increase optimum device utilization and performance.

Responsible for the control, coordination and management of database application design.  Evaluates and recommends logical and physical database application requirements for all town and school departments.  Implements, maintains, and instructs users and technical staff on the use of database application decision support tools.

Develops and manages relationships and contracts with hardware, software and services providers as required.

Minimum Entrance Requirements:

Education, Training and Experience:

Bachelor's degree in information systems, computer science or related technical degree; minimum eight years technical and progressive managerial experience directing information systems operations and support.

Knowledge, Ability and Skill:

Knowledge: Thorough proficiency in all phases of computer hardware and software technology including computer systems operation and maintenance, email management, data communications, information security, contingency planning, computer user relations and training, and Internet connectivity. Knowledge of municipal, public safety and school department operations.

Ability: The ability to design, manage and trouble-shoot networks, computer systems, and software packages; ability to lead and manage people effectively to enable information systems to perform at optimum level. Ability to evaluate technology options and plan for their current and future use and procurement. Ability to communicate effectively both orally and in writing to a varied audience, both within and outside Town government.

Skill: Skill in operating above mentioned equipment. Strong interpersonal and management skills.

Physical Requirements:
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. 

Minimal physical effort required to perform work under typical office conditions.  Frequently required to sit and talk or hear, walk, and manipulate objects, tools or controls. Incumbent may frequently lift/move/push equipment up 10 pounds; intermittently maneuvers equipment up to 25 pounds. Regularly required to spend a large portion of time operating computer equipment and viewing computer screens.

(This job description does not constitute an employment agreement between the employer and employee, and is subject to change by the employer as the needs of the employer and requirements of the job change.)
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