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Jurisdiction:  Cortland County

Jurisdictional Class: Competitive

Adopted: 9/6/06 
ASSISTANT DIRECTOR OF INFORMATION TECHNOLOGY 

DISTINGUISHING FEATURES OF THE CLASS:


The work involves responsibility for assisting in administering and directing countywide information technology (IT) activities.  The incumbent assists in planning, directing and coordinating all county IT operations and activities, establishing IT policies, procedures and standards, and coordinating and administering IT contracts.  The incumbent also either directly provides or assigns IT personnel to provide technical assistance and advice to county departments regarding the identification and solution of a variety of data processing and systems design and analysis problems.  The work is performed under the direction of the Director of Information Technology, with leeway allowed for the use of independent judgment in carrying out the details of the work.  Supervision is exercised over the work of subordinate staff.  Does related work as required.

TYPICAL WORK ACTIVITIES:
(Illustrative only)

Assists in establishing, reviews and modifying information technology policies, procedures and standards;

Assists in coordinating and administering contracts for information technology services provided by outside vendors;

Assists in assigning, directing, reviewing and evaluating the work of subordinate technical staff;

Assists in providing or assigning staff to provide technical assistance and advice to county departments regarding information technology related problems;

Assists in preparing and monitoring the department’s annual budget, and assists in preparing cost justifications;

Assists in providing for and/or arranging for a wide-variety of ongoing technical training for department personnel;  

Assists in installing, modifying and maintaining local area network equipment as required;

Assists in creating and maintaining a variety of records and reports related to departmental operations;

Attends training conferences and seminars as required.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL CHARACTERISTICS:

Thorough knowledge of modern principles and practices of management information systems;

Working knowledge of local area network equipment including personal computer hardware and software and peripheral equipment;

Understanding of object-oriented and language oriented programming;
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Ability to plan, organize, coordinate, administer an evaluate the effectiveness of program plans and provision of services related to information technology services;

Ability to prepare budgets, operating reports and a variety of other reports relative to program activities;

Ability to plan and supervise the work of others;

Ability to analyze and organize data and prepare records and reports;

Ability to understand and interpret complex oral instructions and/or written directions;

Ability to establish and maintain effective working relationships with others;

Ability to communicate effectively both orally and in writing;

Physical condition commensurate with the demands of the position.

MINIMUM QUALIFICATIONS: Either:

(a) Graduation from a regionally accredited college or university or one accredited by the New York State Board of Regents to grant degrees with a Bachelor’s degree or higher including or supplemented by sixty (60) credit hours in information systems management, computer science, information technology or a closely related field.

(b) Graduation from a regionally accredited college or university or one accredited by the New York State Board of Regents to grant degrees with an Associate’s degree or higher including or supplemented by thirty (30) credit hours in coursework defined in (a) and two (2) years of experience in network administration, information systems management or staff administration.

