TOWN OF LEDYARD
JOB DESCRIPTION ,
Management Information Scierices Coordinator (MIS)

NATURE OF WORK: Performs highly responsible administrative and complex technica! vwork in
developing planning, coordinating, directing, and Mainiaining 2 secure and efficient data
processing sysiem and service for the Town of Ledyarg. Work inciudes seiting Town-wide
policies and procedures, analyzing needs, procuring hardware, and software | exighlisting
training requirements, and working with users (0 resolve operational probiems.

SUPERVISION RECEIVED: Works under the general direction of the Director of Finance.
SUPERVISION EXERCISED: Not applicable.

EXAMPLES OF ESSENTIAL JOB FUNCTIONS:

Plan, design, implement, and oversee the development of the data processing sysiem
within an integrated sofiware package. Respansible for operaling a minicomputer, developing
data sysiems and subsyslems, and develeping dala formats within an established computer
program. As the primary contact, review with the Director of Finance the data processing
funclion, its resources, and its direction, as well as cumrent project slatus,

Serve as {he primary conlac 2nd in-hause technical resource (o all Town depariments,

- Train employees in the use of the network and is inlegral hardware and sofiware components,
icluding personal computers, monitors and peripherais. Schedule, coordinate, and assign data
processing tasks and equipment to meel the needs of each deparimenf. Work cooperatively with

user depariments, help ascerain their aulomation needs, and take steps 1o resolve them.

Serves as the primary contact and works Cooperatively with the Board of Education in
areas perlaining to the operation of the mini computer hardware and software components.

Provide guidance and direction for the efficient and secure installation and operation of
computer hardware and software systems, recommend improvements fo meet (he needs of the
Town of Ledyard and make budget recommendations for alf data processing requirements.

Establisk controls 10 coocdinate and support PC hardware and software. Maintain a
technology vision and keep abreast of emerging technology.

Exercise tine fespoasibilily for computer operations, including the compuler dafa center,
data inpul, and inputfoutpul control.

Maintain data bases and backups as primary support for the Finance Depardment and
Board of Educaltion, .

Assist, plzn, and arganize workloads for offices within Deparment of Finance including
backup _suppori far datz eniry for accounis payable, payroll, assessment and lax coliection
applications. Operate data processing equipment (o produce reporls and other oulpuis,

Place and follow UG on service ¢alis to ouiside hardware/soflware vendars 1o assure
prormpt and appropriate fepair of hardware and sofiware.

Mainiain Locat Area Networ: {(LAN)
OTHER JOB FUNCTIONS:

Pedorrn relaied work a3 required.



DATA PROCESSING COORBINATOR

QUALIFICATIONS PROFILE:

KNOWLEDGE SKILLS AND ABILITY

Graduation from a college or university with a Bachelor's Degree in computer science,
business administration or related field or four (4) years of experience in all phases of data
processing for business or municipat government applications.

Thorough knowledge of user applications, including work processing, databases and
Spreadsheets.

Knowledge of business English, grammar, punciuation and arithmetic and the ability {o
organize and express thoughis and ideas through written and orai Communication,

Knowledge of the functions, taws, rules, reguiations and policies of municipalities, or the
ability to acquire such knovdedge during & reasonabie period of training.

Considerable knowledge of advanced data processing technology. Operations, systems,
medern office procedures, office equipment, and adrministraiion,

Ability 1o plan, prioritize, organize, and direct & data processing operatlions and
staff/users,

Ability to estahlish and maintain effeciive and courteous working relationships with other
Town Officials, the public, other depariments and agencies, and office staff

Knowiedge of the special laws, reguiations and technical terminology pertaining 1o
assigned work.

Excetient abifity to monitor progress, and adjust resources to accomplish work
objectives,

Ability to follow oral and written instructions.
Ability to maintain compiex and confidential records and prepare accurale reports,

Ability to exercise mature judgment, maintain confidentiality, and make responsible
decisions in accordance with established policies and procedures.

Abilily to pricritize, ¢rganize and perform work independenily.

Leadership and manageriai skills.




WATA PROCESSING COORDINATOR

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by
an employee to successfully perform the essentiat funclions of this job. Reasonable
accommodations may be made 1o enable individuat with disabilities {o perform the essential

function.
Witnle performing the duties of inis job, the employee is frequently required {0 sit and talk
or hear. Employces ocoasionaliy require to walk, use hands, finger, hendle or {eel obiecis, {oois

or controls; and reach with hands and arms. The employee must occasionally iift and/or move up
o 15 pounds. Specific vision abilities required by 1he job include close vision and {he abilily to

adjust focus.

Hand-eye coordination is necessary to operate computer and various pieces of office
equipment.

Freedom from mental or physica! disorders which would interfere with the performance
of dulies as described.
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