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       Classification Description

PC & NETWORK SERVICES MANAGER
Department:
Information Services 






FLSA: Exempt
Job Class #:  
046900







Represented: No

Pay Range:
0E09
Classification descriptions are intended to present a descriptive list of the range of duties performed by employees in this class and are not intended to reflect all duties performed within the job.
 

GENERAL FUNCTION

This is professional information technology management work performed for the Information Services Department of Pierce County.  An employee in this position is responsible for managing the PC and Network Services Division, which provides customer training, problem solution coordination, data network and work station support wide area network design and management, and other direct support services for the customers of the Information Services Department.  The PC & Network Services Manager reports to the Assistant Director of Information Services.

ESSENTIAL JOB FUNCTIONS

Provides excellent customer service for assigned areas, adapted to the needs of Pierce County departments.

Supports the transition of staff to self directed work teams.

Supports and implements strategies of the Pierce County Strategic Information Technology Plan which apply to assigned areas.

Plans, implements, and supports the Pierce County wide area and local data networks, including proactive network management and problem resolution.

Plans, implements, and supports Pierce County personal computer systems.

Implements and manages contracts and vendor relationships for computer hardware and software.

Manages the Pierce County Personal Computer Maintenance Program.

Implements and manages the electronic mail system, personal computer inventory system, staff time tracking system.

Plans and implements appropriate computer training classes for Pierce County employees and/or makes referrals to outside training sources.

Manages staff response to help desk referrals.

Plans and implements various programs such as annual LAN security audit, disaster recovery planning, customer satisfaction measurements, etc.

Plans and implements standards for hardware and software installations.

Provides consulting services appropriate to customer need and staff resource availability.

Supervises Information Technology Specialist and other professionals as assigned, including completion of performance appraisals, approval of leave time, resolution of employee problems, and administration of disciplinary action.

Works closely with other divisions of the Information Services Department and with closely associated outside agencies as assigned and required.

Assists in the preparation of the annual Information Services Department budget; prepares and justifies that portion of the budget concerned with the provision of pc & network services

Provides frequent, regular, and consistent periodic reports of pertinent information concerning pc & network services activities.

OTHER JOB FUNCTIONS 

Performs a variety of related duties as assigned.

KNOWLEDGE, SKILLS AND ABILITIES
Extensive knowledge of current computer technology with emphasis in the PC and Networking arenas.

Thorough knowledge of current literature, developments and trends in the field of information technology.

Considerable knowledge of training techniques and development of training materials.

Considerable knowledge of contract negotiation and administration.

Considerable knowledge of budget preparation, justification and monitoring.

Ability to work independently  with minimal supervision.

Ability to develop, implement, and revise policies and procedures.

Ability to supervise, train, assist, and provide guidance to Information Technology Specialists.

Ability to establish training priorities and standards.

Ability to plan, prepare, and monitor unit budget and authorize purchases and expenditures.

Ability to communicate effectively with technical and non-technical County management and staff.

Ability to interact smoothly and positively with both client managers and senior information technology personnel, especially during the stress of operational problem situations.

Ability to physically perform the essential job functions.

Ability to meet the travel requirements of the position.

RECRUITING REQUIREMENTS

Graduation from a four-year college or university with major coursework in Public or Business Administration, Computer Science or a related managerial, technical or scientific and a minimum of five or more years of information technology experience, including: experience in applications systems development programming, analysis, and project management.  Any combination of experience and/or education which would clearly indicate the ability to perform the duties of the position.
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