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Phoenix Union High School District No. 210
4502 North Central Avenue

Phoenix, Arizona 85012
 

Equal Opportunity Employer
 

 
    

POSITION TITLE: Systems Manager DIVISION: General Administration

WORK YEAR: 12 Months DEPARTMENT: Data Processing

LOCATION: CES SALARY SCHEDULE: Support Services
    

 
 
 
DEFINITION:
 
The System Manager is responsible for the programming, documentation, and maintenance of the systems to which assigned, such as Business
Financial Systems or Student Information Systems.  The Systems Manger is also responsible for the periodic operating system software upgrades
as designed by the Supervisor.  Performs job related duties as assigned.
 
ESSENTIAL FUNCTIONS:
 

1.       Develops standard for all the systems software (for the assigned systems); interfaces systems software with the hardware
configurations network to the operating staff.

2.       Establishes and maintains user accounts on DEC computers; assigns communications ports and multiplexed channels for the DEC
computers used.

3.       Responsible for the assigned computer operating system (Open VMS or SAS/XP), communications network, and disk file
assignments; works with vendor representatives when problems arise in the operating systems and general software or hardware
areas.  May be assigned responsibility for allocation and utilization.

4.       Consults with the Data Processing Manager about issues and matters illustrated by, but not limited to, the following: major software
or hardware needs, customer service problems, schedule changes, computer down-time, and program modifications.

5.       Responsible for the assigned systems, including the programming, documentation, and maintenance/revision.

6.       May coordinate testing program with the Research Services Department.

7.       Serves as a subject matter expert/mentor for System Analyst Programmers with technical and end-user problems and opportunities.

8.       Maintains system documentation manuals and departmental standards.

POSITION TITLE:          Systems Manager
 
 
 
 
QUALIFICATIONS:
 

1.       Two years of college coursework in computer sciences or equivalent training; a Bachelor’s degree in computer science is desirable.

2.       Five years of systems analysis and computer programming experience.

3.       Knowledge of general computer concepts, disk and tape file designs, flowcharting, disk allocation requirements, project planning,
systems design and documentation.

4.       Knowledge of secondary school software applications.
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5.       Ability to coordinate/oversee the installation and maintenance of vendor operating systems, communication networks, and system
security.

6.       Ability to communicate effectively with divers user groups and vendors.

7.       Ability to work under pressure to meet deadlines, reassign priorities quickly and exercise resourcefulness in addressing new
problems.

 
 
SUPERVISION RECEIVED:
 
Assistant Superintendent for MS/Director of Data Processing
 
 
 
SUPERVISION GIVEN:
 
 
Computer Operating, Systems Analysts
 
 

PREPARED BY: REVIEWED BY: REVIEWED BY: JOB NUMBER: EFFECTIVE 
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PSPC CEA Employee Relations 3525 1/4/99
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