CHIEF INFORMATION OFFICER
GENERAL DESCRIPTION:

Responsible management position accountable for directing the information and data integrity of the enterprise and for all information service functions. Work is performed under general direction. Provide overall management and definition of all information processing, communication systems and operations. 

ESSENTIAL JOB FUNCATIONS:

1. Direct support to user departments in the operation and processing of on-going business applications. 

2. Assist in the analysis, acquisition, modification, design and installation of major systems. 

3. Direct, supervise and oversee the work of subordinate personnel. 

4. Supervise the requisitioning of all inventory needs, hardware and software packages for the division and provide support to user departments. 

5. Prepare the IT budget. 

6. Responsible for user liaison and project control. Provide primary link between user and computer resources. Chairs the IT User Group. 

7. Responsible for the development of short-term status reports for current projects with resource allocations and timeframes. 

8. Assist department sin the development of user groups and address user department needs. 

9. Direct and oversee compute operations and insure operational status of automated systems. 

10. Responsible for providing technical assistance and support to user departments. 

(These essential job functions are not to be construed as a complete statement of all duties performed. Employees will be required to perform other job related marginal duties as required. )

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL CHARACTERISTICS:

· Knowledge of mid-range hardware systems, LAN’S, various mid-range software and programming languages. 

· Knowledge of hardware configurations, security and disaster recovery. 

· Ability to manage staff – strong managerial skills. 

· Ability to plan and direct projects and activities. 

· Ability to design integrated computer system. 

· Ability to set work schedules. 

· Ability to prepare and monitor division budget. 

· Skill in operating computers. 

· Leadership role in day-to-day operations of the information services functions, as well as, providing direction as the enterprise expands through internal growth and external acquisition. 

MINIMUM QUALIFICATIONS: 

Graduation from an accredited four-year college or university with a Bachelor’s Degree in Compute Science or a related field. Five (5) years experience as a senior systems analyst or project leader with experience in the design, development, installation and implementation of a major system with IBM hardware and five (5) years management experience or ten (10) years experience in management information systems with a minimum of five (5) years experience in the design, development, installation and implementation of a major system with IBM hardware. 

(A comparable amount of training, education or experience can be substituted for the minimum qualifications.)
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LICENSES, CERTIFICATIONS OR REGISTRATIONS: 

None

ESSENTIAL PHYSICAL SKILLS: 

Acceptable eyesight (with or without correction)

Acceptable hearing (with or without hearing aid)

Ability to communicate both orally and in writing. 

Ability to access input and retrieve information from a computer. 

Light (up to 15 lbs.) lifting and carrying. 

Walking, standing, kneeling, bending or stooping. 

ENVIRONMENTAL CONDITINS: 

Works inside in an office environment. 

(Reasonable accommodations will be made for otherwise qualified individuals with a disability.)
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