__________ County Government
Job Description

Job Title:
IT Project Coordinator
Department:
Information Technology
Reports to:
Director
FLSA Status:
Exempt
EEO Code:
E
Issue Date:
11/12/09
Revised Date:
7/13/17
The intent of this job description is to characterize the typical tasks performed by individuals in this position and should not be considered an all-inclusive listing of work requirements and duties. Other tasks may be assigned at the discretion of management including work in other functional areas.  All Employees must have legal authorization to work in the United States.
Job Summary:
 Assists Director with planning, budgeting and overseeing the department’s activities, projects and staff.  This includes all facets of the daily operations of the County’s enterprise network system comprised of a centralized operations center, wide area fiber optic networks, county-wide desktop support as well as the management of the public safety telecommunications/radio related systems.
Essential Duties and Responsibilities:  Applicant must be qualified and capable of performing the following and/or similar duties and tasks.
1. Assists the Director with planning, organizing, directing and coordinating the activities and programs of the Information Technology Department.

2. Assists the Director with the preparation of the Annual Budget and monitors and approves related expenditures.
3. Oversees the purchases of all technology equipment for County Departments.

4. Assists County Officials and Department Heads in acquiring technology hardware and software needed to best assist with the functions of the department.

5. Assists the Director in working with the County Mayor, the County Commission and its committees, various County Officials and Department Heads with the development and implementation of county standards, programs and systems. Acts at the behest of the Director in his absence.

6. Assesses and recommends organizational structure, staffing, facilities and systems, and addresses both operational and budgetary issues for the department.
7. Assists with the selection, supervision and work evaluation of staff and provides for their training and development.  Makes recommendations regarding discipline as needed.

8. Supervises GIS and department’s technical and support staff and performs the administrative work related to such.

9. Ensures technology certificates such as product registrations, SSL certificates, maintenance agreements, service contracts and other required documents related to technology operations and services are evaluated, updated and processed.

10. Ensures compliance with all software licensing agreements.  Manages and safeguards software media and associated licenses and maintains software use log.
11. Maintains knowledge of current technology by reviewing professional publications, evaluating new technologies and attending professional and product seminars and training sessions.

12. Drafts Request for Proposals to give to vendors.
13. Performs other tasks as directed.
Supervisory Responsibilities:  Supervises GIS and activities of the department’s support and technical staff.
Examples of Knowledge and Skills Required:  
· Knowledge of principles and practices of project management, including development, evaluation, problem solving, quality control and fiscal management.
· Knowledge of methods of long term needs assessment and strategic and tactical technical planning.

· Knowledge of local and state government purchasing policies and procedures.

· Knowledge of GIS systems, technologies and practices.

· Sufficient knowledge of information technologies to advise and consult with County Officials and Department Heads on the technology needs of their departments.
· Knowledge of systems software and applications programming languages for the County’s operating systems.
Education and/or Experience: 
· Bachelor’s Degree in Business, Computer Science, Management Information Systems or related field.  
· Minimum of seven years experience in the operational and/or purchasing areas of an Information Technology Department of a large organization.

Certificates or Licenses Required:  None Required
Physical Demands:  Standard office environment.  Requires prolonged sitting, standing and lifting of equipment or supplies weighing up to 50 lbs.  
Work Environment:  Most of work is done in an office environment with minimum exposure to the elements or hazardous conditions.
