Job Description

Manager Information Systems


	Company Name
	

	Employee Name
	     

	Reports to: 
	

	Hire Date
	     

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

	Status
	


Job Purpose & Reporting Structure:

Under the direction of the Vice President Finance & Administration, the Manager information Systems oversees the overall corporate networking environment, telecommunications and all information systems activities to ensure the availability of accurate and timely information to make business decisions, and to improve employee productivity, in accordance with company policies and procedures.

Essential Duties and Responsibilities:


• Prioritize, schedule and delegate work assignments, and directly supervise the IS staff to ensure the availability of accurate and timely information to make business decisions, and to improve employee productivity.

    
• Consult with the Executive Committee to determine information requirements of

    
• management and the company, to determine boundaries and priorities of new projects, and to discuss s
ystem capacity and equipment acquisitions.

• Act as a technical resource to all departments and end users to address and resolve inquiries and problems related to Information Systems.

    
• Monitor and fix performance on the network, and end user needs and software.

    
• Counsel and advise associates and management on policies and practices within Information Systems.

    
• Set up information systems to provide current and accurate data.

    
• Set up and draft policies within IS to provide integrity and security of its data and network.

• Source, analyze and order hardware and software as needed for the networked environment, including cable and electrical needs. Negotiate with vendors for the most cost effective pricing of purchases and maintenance needs.

    
• Establish, maintain, source, analyze and order corporate telecommunication system.

    
• Create forms and reports for users.

    
• Set up users in the system with proper settings for their function area of responsibility.

    
• Develop, recommend and upon approval, implement the IS budget. Analyze actual

    
against budgeted expenditures and report on variances.

• Ensure the training of new and present employees in the processes and methods required to achieve the company's standards for quality, quantity and safety, and consistent with the company's principles.

    
• Oversee security and licensing compliance setups and monitoring.

    
• Trains or coordinate the training of users to ensure the maximization of hardware and software tools.

    
• Participate on cross functional teams to ensure the continuous, on-going improvement of processes, 

methods, productivity and quality, while reducing costs.

    
• Maintain technical competency and remain current in technology and changes in the industry.

    
• Ensure the completion of all required records, paperwork, documents, etc.

• Ensure compliance with all safety and work rules and regulations. Ensure the maintenance of departmental housekeeping standards.

Marginal Job Function:


• Order general computer supplies. Maintain printers, copiers, etc. with daily supplies.

• Serve as the backup to building security systems.

Protective Clothing/Equipment Required:


Requires the use of static eliminators when working with computers.

Supervisory Responsibilities:


Carries out supervisory responsibilities in accordance with the organization's policies and applicable laws. Responsibilities include interviewing, hiring, and training employees; planning, assigning, and directing work; appraising performance; rewarding and disciplining employees; addressing complaints and resolving problems.

Qualifications:


To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and/or Experience:


Requires a bachelors degree in a related field and five to seven years of related experience; or an associate degree or two years of college and eight to ten years of progressively responsible related experience; or a combination of education and experience.

Language Skills:


Ability to read, analyze, and interpret general business periodicals, professional journals, technical procedures, or governmental regulations. Ability to prepare reports, business correspondence, and procedure manuals. Ability to effectively present information and respond to questions from managers, vendors, and other employees of the organization.
Mathematical Skills:


Ability to work with mathematical concepts such as the fundamentals of algebra and trigonometry. Ability to apply concepts such as fractions, percentages, ratios, and proportions to practical situations.

Reasoning Ability:


Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability to interpret an extensive variety of technical instructions in mathematical or diagram form and deal with several abstract and concrete variables.

Other Skills and Abilities:


Requires knowledge of and the ability to apply computers and the related software to the gathering of information to make business decisions, and to improve the productivity of employees. Requires the ability to operate small hand tools, to operate and maintain printers, and telephones. Requires the ability to operate a variety of standard business machines, such as a computer and keyboard, a calculator, telephone, FAX, photocopier, etc.

Physical Demands:


The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to use hands to finger, handle, or feel. The employee frequently is required to stand, walk, sit, and talk or hear. The employee is occasionally required to reach with hands and arms; climb or balance; and stoop, kneel, crouch, or crawl. The employee must occasionally lift and/or move up to 50 pounds.

Specific vision abilities required by this job include close vision, distance vision, depth perception, and ability to adjust focus.

Work Environment:


The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is occasionally exposed to fumes or airborne particles and risk of electrical shock. The employee occasionally performs work related travel.

The noise level in the work environment is usually moderate.

	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



