Job Description

Director of Information Technology


	Company Name
	

	Employee Name
	     

	Reports to: 
	President/CEO

	Hire Date
	     

	Employee Classification:  FORMCHECKBOX 
 Temporary      FORMCHECKBOX 
 Regular Full Time      FORMCHECKBOX 
 Regular Part Time

	Status
	Exempt


Position Objective:

Analyze the needs of the business providing technical support necessary to give the company a competitive advantage in the marketplace. Responsible for planning, directing, organizing, and supervising the Information Technology activities and staff, including AS/400, LAN/WAN, E-Commerce, E-Business and overall computer operations.

Responsibilities:


• Conduct detailed analysis of the company’s information and telecommunications systems as a basis for recommendations to improve and enhance the system’s capabilities.

• Oversee the selection, implementation and completion of new IT systems to accommodate the organization’s growing business needs.

    
• Identify development, enhancement and maintenance priorities for applications.

    
• Develop and implement a uniform organization-wide strategy for equipment, operating systems and 

communications.

• Develop annual budgets for hardware, software, personnel, outside contractors, etc. Review proposed versus actual budget and decide appropriate actions.

• Oversee all organization dealings with outside vendors of software and hardware, systems consultants, and contractors.

• Contribute significantly to the implementation, maintenance, and enhancement of the system integration infrastructure.

• Provide leadership in developing and implementing corporate Internet, Intranet, and Extranet web based systems.

• Supervise the installation, maintenance, and monitoring of various levels of security needed to protect the company’s software and hardware assets.

• Participate in the development and implementation of operational documents, policies and procedures, and programs for training and education of new systems users.

    
• Ensure assigned projects are completed in a timely and accurate manner.

    
• Keep abreast of technological developments that would benefit the company.

• Perform related duties as assigned by the President / CEO.

Supervisory Responsibilities:


Supervises eight employees within IT Department: 5 Senior Programmer/Analysts, 1 Network Administrator, and 2 Computer Operators.

• Direct, manage and develop employees.

    
• Assign work/projects to employees.

    
• Interview, hire and train as needed.

• Evaluate and monitor Representatives assure they complying with their responsibilities and company policies.

Working Environment/Equipment Used:


• Work is done in an office environment, dress appropriate to business needs.

• Daily functions require use of modern technology to include but not limited to: computers, printers, fax machines, and telephones.

• Movement throughout the entire facility when needed, including to other departments to assess current work situations.

    
• Job involves moderate lifting of computer equipment.

    
• Must be available 24/7 to assist in after-hours production and/or installation issues.

Qualifications/Attributes:


• 5+ years experience in Information Technology, including a minimum of 2 years leadership experience.

    
• College degree in an applicable field.

    
• Comprehensive knowledge of effective supervisory/management practices and techniques.

    
• Excellent communication skills, including written and verbal.

    
• Proficiency using AS/400, MS NT 4.x and 5.x, Routing, TCP/IP, E-Commerce, E-Mail, desktop 

application.

    
• Ability to learn quickly and apply knowledge in a timely manner and for the appropriate task.

    
• Adapt quickly in a changing environment.

    
• Work well with others.

    
• Excellent judgment.

    
• Ability to work successfully in a high volume, technically demanding job.

• Leadership and customer service skills.
	Acknowledgement:

I have received a copy of my job description and I understand the requirements of the Bindery Operator position.



	Employee’s signature


	Date

	Supervisor’s signature


	Date



