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	DEPUTY CLERK - INFORMATION SERVICES MANAGER


	


DEFINITION:


Under general direction of the Municipal Court Administrators to manage an organizational segment of system analysts and operations staff in providing development, maintenance, and implementation and review of application processing or technical support needs, and to perform related work.





CLASS CHARACTERISTICS:


This is a one-position executive management class in the Municipal Court - Information Services Unit of the Municipal Courts.  This is the highest level class in the unit and is distinguished from the next lower class of Principal Systems Analyst in that the Deputy Clerk - Information Services Manager is responsible for managing and directing the daily operation for the entire systems unit, including advising on future direction to be pursued in automation planning, and representing the Court in computer systems contracts with other County, State and Federal agencies and private sector organizations, whereas the Deputy Clerk - Principal Systems Analyst is responsible for specific projects, to include planning, design and implementation and the supervision of any assigned staff, but does not have full range of management responsibilities.





EXAMPLES OF DUTIES:


Plans, organizes, directs, and evaluates the work of the unit; directs feasibility studies for the continuing installation of data processing systems in the Municipal Court; consults and works with representatives from each of the San Diego County Municipal Courts in developing new or improved concepts and procedures for the most effective use of data processing equipment; prepares various strategic planning models for new and improved computer automation projects; evaluates and recommends modifications to hardware, software and communications systems configurations; serves as the Court's contact with all County, State, Federal and private sector agencies in the planning, implementation, and distribution of computerized information and communications systems; resolves complex systems problems; directs and supervises the evaluation, acquisition, development, implementation, and testing of current and new automation systems and products; coordinates the activities of the unit based on priorities that have been set by the ISEC committee; reviews records to monitor and determine the efficiency and effectiveness of assigned activities; interviews and selects personnel; reviews the performance of subordinates; reviews long and short term systems requirements and acquires the necessary facilities to meet Court office automation requirements; prepares budget requests and justifications; initiates requests and prepares justifications for additional personnel, equipment, and space; confers with manufacturers' representatives regarding proposed equipment changes; serves on inter-agency data processing committees, acting as spokesperson for the Municipal Courts on policy and procedural matters; and performs other assignments as directed.





MINIMUM QUALIFICATIONS:


Thorough Knowledge of:


	Principles and procedures of information systems development, including techniques for short and long range planning, establishing automation goals and objectives, development of feasibility studies and cost based alternatives and solutions.


	Principles of management, strategic planning and modeling.


	Principles, methods, procedures, techniques and standards of structured computerized system evaluation, planning, design, implementation and testing.


	Principles and practices of directing, selecting, evaluating and supervising computer systems personnel.


	Principles of budget administration and control and statistical analysis.


	Principles and methods of project management for information systems development including milestone reporting techniques.





General Knowledge of:


	Mainframe, mini and microcomputer architectures and operating systems.


	Private and common carrier protocols.


	Local and wide area network protocols.





Skills and abilities to:


	Manage multiple projects.


	Establish and maintain development and maintenance priorities within established guidelines.


	Communicate effectively, orally and in writing.


	Work with project teams to evaluate, design, develop, test, implement and/or support high quality computer systems.


	Supervise, train and evaluate subordinate staff.


	Prepare, review and evaluate proposals for new or enhanced systems.


	Prepare cost/benefit and feasibility analyses and reports.


	Prepare comprehensive analytical, budgetary, and operational reports.





EDUCATION/EXPERIENCE:


Education, training and experience which would demonstrate application of the knowledge and skills listed above.  An example of such education/experience combination which would most likely provide these knowledge and skills is: a Bachelor's degree in either Management Information Systems, Computer Sciences, or Business Administration, and  a minimum of seven years in systems management and analysis, including at least three years of management responsibility and accountability for the planning, organization, and implementation of major programs and projects.





SPECIAL NOTES, LICENSES, OR REQUIREMENTS:





License:  Positions may require possession of a valid California driver's license by time of appointment or the ability to arrange transportation for field travel.  Employees in this class may be required to use their personal vehicle and will be reimbursed for mileage driven related to assigned duties.





Character:  Applicants must have a reputation for honesty and trustworthiness.  Convictions, depending on the type, number, and recency, may be disqualifying.  Prior to appointment, candidates offered employment may be subject to a background investigation.





Probationary Period:  Incumbents appointed to permanent positions in this class shall serve a probationary period of 2080 hours.





NOTE:  This document is intended to describe the general nature and level of work performed by individuals assigned to this job classification.  It is not intended to provide an exhaustive list of all duties and responsibilities of personnel in all divisions and/or locations so classified, nor is it intended to limit the authority of supervisors or managers to assign or direct the activities of employees.	
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