Job Description

Information Systems Manager


	Company Name
	

	Employee Name
	     

	Reports to: 
	President

	Hire Date
	     

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

	Status
	


Position Summary:

Responsible for the management and control of company information systems and equipment.

Duties/Responsibilities:


• Coordinate daily computer system operations including backup and recovery.

    
• Administer, manage and maintain networks for local and remote office locations.

    
• Support users at all locations in use of company’s Information Systems, and provide training as needed.

    
• Recommend, develop and implement plans for improvements in technology (hardware and software 

upgrades)

    
• Justify, purchase and install all computer hardware/software.

    
• Maintain and repair hardware as needed.

    
• Evaluate and implement upgrades for software currently in use.

    
• Implement and oversee Electronic Data Interchange systems.

    
• Develop and implement disaster recovery plan.

    
• Manage communications systems for all XXXXXX offices, including telephone, Internet and remote 

network access.

    
• Manage company’s Internet presence and firewall systems.

    
• Manage and maintain company’s security systems.

    
• Administer and maintain hardware and software maintenance contracts and leases.

    
• Administer, manage, and maintain electronic email systems and host and server networking software 

and hardware.

    
• Manage and maintain all office technologies, including phone systems, copiers, and fax machines.

    
• Order and maintain all MIS supplies.

    
• Work with Controller to develop MIS annual budget.

    
• Develop software and reports as needed.

    
• Work as part of a team and participate in XXXXXX’s Total Quality Management efforts.

    
• Travels on an "as needed" basis to assist out-of-are associate with their system needs.

• All other duties as assigned by the President.

Qualifications:


• Bachelor’s Degree, preferably in a related MIS or computer discipline

• Highly proficient with PC, network operating systems including Novell Netware and Microsoft NT server

    
• Strong leadership, interpersonal, communication and problem solving skills

    
• Ability to travel
	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



