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Sumary of Duties : Directs and coordinates the activities of a najor division of
the Departrment of Information Services; and does rel ated work.

D stingui shing Features : An enployee of this class is responsible for planning,
directing, and coordinating all functions of a major organizational unit in the
Department of Infornation Services. An incunbent of this class reports directly
to the General Manager Department of Information Services and, in the absence of
the General Manager, may direct the work of the Departnment. Enployees in this
class receive policy directives fromthe General Manager and are responsible for
carrying out these directives. They exercise considerabl e i ndependent judgment in
sol ving Division adm nistrative and technical problens with the exception of those
with inportant policy inplications. They may advi se the General Manager on
project feasibility, optimumutilization of Department personnel and equi pnent,
resources, and other specialized or technical questions. Their work is eval uated
interns of the effectiveness of the Division's operation and its contribution to
t he achi evenrent of overall organizational goals.

Exanples of Duties : Directs, through subordi nate section heads, a technica
systens staff which provides Iiaison with user departnents and the Gty

Adm nistrative Oficer for the devel opment of detailed feasibility studies for the
recomrendat i ons on proposed el ectroni ¢ data processing systens and an

adm ni strative staff which prepares the Departnent's budget, controls
expenditures, prepares time-cost estimates on proposed el ectroni c data processing
systens and devel ops a variety of financial and admnistrative studies and
reports; directs |ong-range pl anning and data base devel opment activities; directs
t he devel opment of personnel productivity standards and hardware utilization
nmeasur enent systens; directs the reporting of personnel and hardware utilization
directs project control activities for the Departnent; directs the devel opnent of
Department policy and procedure manual s; coordinates facilities planning; directs
the establishnent of security systens and procedures; directs the Departnent's
personnel prograns and activities including the training program directs al
accounting, billing and purchasing activities for the Departnent; admnisters the
mai nt enance of an inventory control system directs a managenent reporting system
which reflects the status of Departnent projects and activities; directs research
i nto new technol ogy, both hardware and software, as well as applica- tions
standards; directs project control and work order control activities for the
Departnent; directs and coordi nates, t hrough subordi nate secti on heads, the systens
anal ysis and design activities

for electronic data processing systens proposed by Gty departments and/ or by
executive directives of the Mayor or Council; directs the nodification and

mai nt enance of existing systens; directs the programming of electronic data
processi ng applications; directs the testing of new prograns and trial and
parall el runs;




Directs, through subordinate section heads, the activities of the Departnent of

I nformati on Services involved in the operation of |arge, conplex conputer systens,
representing a variety of manufacturers, and operated on a 7-day, 3-shift basis;
directs support operation activities which include process control such as the
stagi ng and schedul i ng of jobs and operation of equi pment such as data conversion,
EAM optical character reading, conputer output mcrofilm printing and post-
processi ng equi prent; directs Data Control activities which include the control of
input data and the verification and output distribution of processed dat a;

provi des user coordination to nany Gty departments and ot her user agencies for
operations planning, renote equipnment installation and interface, scheduling,
critical resource control, records retention and problemresolution; directs
activities of systens programm ng whi ch devel ops, selects and mai ntai ns executive,
supervisory, nonitoring, utility and tel eprocessing prograns and provides
techni cal assistance for both hardware and software interface;

Provi des technical direction and direction on policy matters to subordi nates;
reviews and eval uates the work of subordi nates and the efficiency of the D vision
recomrends and inpl enents inprovenents in D vision operations; determ nes

obj ectives, policies, methods and procedures for the D vision; reconmrends
priorities on projects to be performed by Division staff, and prepares and revi ews
reports on the status of projects and D vision activities.

As a menber of managenent, analyzes and determ nes inpact of enployee
representatives' proposals on Department operations; fulfills nanagemnent
affirmati ve action responsibilities as set forth inthe Gty's Affirmative Action
Program and may occasionally be assigned to other duties or to neet technol ogica
changes or energenci es.

Qualifications : A good know edge of the principles and practices involved in the
adm ni stration of a | arge advanced technol ogy mnul ti conputer operations center and
the coordinati on of electronic data processing equi pment operations with the
activities of systens software programmi ng and systens anal ysis, design and
programm ng; a good know edge of the operation, uses, and capabilities of |arge
and snall scal e conputer systens such as the 1BM 370 Series and supporting

equi pnent, and the techni ques used in nethods and systens anal ysis, design, and
nodi fication; a good know edge of new devel opnments in conputer nethodol ogy and

t echnol ogy; a good know edge of the theory and principles of organization and
managenent ; a good know edge of budgeting and financial adm nistration, personne
adm ni stration, and adm ni strative anal ysis; a good know edge of the effective
met hods involved in directing a staff of admnistrative and/ or technical personne
and coordinating their efforts with those of other organi zational units; a good
know edge of the laws and regul ations related to equal enpl oyment opportunity and
affirmati ve action; a good know edge of Gty personnel rules, policies, and
procedures; a good know edge of safety principles and practices; a working

know edge of the capabilities, uses, and limtations of operating systens

sof tware; a working know edge of data control nethods and procedures; a worKking
know edge of data conversion techni ques and procedures; a working know edge of the
t echni ques invol ved i n devel opi ng programm ng standards and ai ds; a working

know edge of the provisions of Menoranda of Understanding as they relate to




subordi nates; a general know edge of cost accounting and purchasing; and the
ability to effectively plan, direct, and coordinate the activities of

adm ni strative, technical, and support personnel; the ability to exercise sound
adm ni strative judgnent, originality, and initiative in the devel opment of new
nmet hods and procedures and in the solution of difficult problens; the ability to
ensure that tinmetables and schedul es for project conpletion are met; the ability
to prepare and present oral and witten reports and recomendati ons conci sely and
logically; and the ability to deal tactfully and effectively w th subordinates,
public officials, representatives of other governmental agencies and the genera
public; the ability to provide conprehensive job orientation to new enpl oyees; the
ability to devel op subordi nates through training and perfornance feedback; the
ability to notivate subordinates to work productively and efficiently; and the
ability to utilize the full range of subordinates' skills.

Two years as an Information Systens Manager or in a class which is at |east at
that | evel and which provides experience in the nanagenent of a data processing
organi zational unit is required

Appointrent to a position in this class is subject to a one-year probationary
period as provided by Section 109 of the Gty Charter.

License: Awvalid California driver's |license may be required

Physical Requirenents : Strength to performlifting up to 5\pounds and
occasi onal |y over 15 pounds; good speaking and hearing ability; and good eyesight.

Persons with medical limtations may, w th reasonabl e acconmodati ons, be capabl e
of performng the duties of sone of the positions in this class. Such

determ nation nmust be made on an individual basis in light of the person's
[imtations, the requirements of the position, and the appointing authority's
ability to effect reasonabl e accommodati ons to the person's limtations.

As provided in Gvil Service Conmission Rule 2.5 and Section 4.55 of the
Adm ni strative Code, this specification is descriptive, explanatory and not
restrictive. It is not intended to declare what all of the duties and
responsibilities of any position shall be.
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