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POSITION TITLE: Computer Support Manager DIVISION: ITS
    
WORK YEAR: 12 Months DEPARTMENT: Computer Services &

Telecommunciations
    
LOCATION: CES SALARY SCHEDULE: Support Services

DEFINITION:

The Computer Support manager is responsible for coordinating, planning, training and organizing the Technical Support Unit and
directly supervising department staff.  Other responsibilities include working with the ITS Division Manager to provide support as
directed.  Perform job-related duties as assigned.

ESSENTIAL FUNCTIONS:

1.       Provide supervision to the Technical Support Unit staff.

2.       Coordinate and manage projects and activities for the Computer Services and Telecommunications Department (help desk,
technical engineering, communications, and document processing).

3.       Serve as district-wide telecommunications and data services liaison for schools, budget department, and outside service
providers and consultants.

4.       Coordinate work loads and establishes priorities, schedules, and assignments of technical services unit staff.

5.       Manage the acquisition of equipment and supplies critical to the operation of the Computer Services and
Telecommunications Department.

6.       Assist in budget preparation and management.

7.       Coordinate the training of Computer Services and Telecommunications staff to maintain proficiency of standardized
software/hardware.

8.       Perform confidential work, collect data, prepare detailed reports and correspondence, and other clerical support duties for
the ITS Division Manager.

9.       Ensure quality control in the performance of advanced and confidential work processing and desktop publishing functions.

10.    Ensure proper care and maintenance of equipment.

QUALIFICATIONS:

1.       High school diploma or GED.

2.       Five years office management or related experience.

3.       Experience in supervising and scheduling personnel in a production environment preferred.

4.       Five years experience in computers, telecommunications, software and hardware and related technical equipment.

5.       Ability to work effectively with associates, department users, vendor, and the public.

6.       Good command of the English language and ability to compose correspondence and reports using correct grammar,
spelling, and punctuation.

7.       Knowledge of District policies and procedures preferred.
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8.       Ability to operate and maintain department/office equipment.

9.       Ability to communicate confidential and sensitive information effectively.

10.    Ability to set up and maintain records and prepare analytical reports.

SUPERVISION RECEIVED:

ITS Division Manager

SUPERVISION GIVEN:

As assigned.
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