City of Shakopee
POSITION DESCRIPTION

TITLE: Information Technology (IT) Director
DEPARTMENT: Administration

CLASSIFICATION: Manager

REPORTS TO: Assistant City Administrator
STATUS: Full-Time, Exempt

PAY GRADE: 10

LAST REVIEWED: March 17, 2017

SUMMARY

Leads and manages the City’s IT Division to provide a comprehensive, reliable and forward-leaning IT
system that serves all seven City departments. Responsible for the prioritization and coordination of IT
projects and purchases; and the development and implementation of IT standards and policies.
Participates in the configuration, maintenance and resolution of system issues as needed or warranted.
Supervises division employees and prepares, recommends and monitors division budget.

ESSENTIAL DUTIES AND RESPONSIBILITIES

Responsible for the overall structure, operation and maintenance of the City’s IT services. Participates
in the configuration, maintenance and resolution of system issues as needed or warranted.

Develops and implements policies and procedures for ensuring the capacity, security and reliability of
the City’s IT network, including but not limited to group policies, disaster recovery, mobile device
management, fiber infrastructure, in-building WiFi, and VOIP.

Oversees the selection and implementation of enterprise software, including the City’s Microsoft
enterprise agreement, document imaging, GIS, and database software.

Prioritizes and coordinates IT projects and purchases, with input from the cross-departmental IT
steering committee. Compiles project status reports, coordinates project schedules and meetings and
identifies and resolves problems to ensure final completion of projects on-time and on-budget.
Continuously evaluates the Department’s processes and services. Anticipates and takes pro-active
steps to prevent potential problems and ensure system stability and capacity. Develops options for
improving or matching services more closely to organizational needs and priorities. Implements
adopted changes within the designated timeline and budget.

Responsible for the development, implementation and enforcement of a comprehensive set of IT
policies for users and standards for staff.

Works with individual City departments to evaluate and meet ongoing and project-specific IT needs.
Maintains regular communication with and ensures division cooperation and coordination with other
City departments and staff.

Prepares and recommends annual division budget to supervisor; administers adopted budget
consistent with City policies and procedures.

Determines the need for, selects and oversees the work of consultants and contractors.

Serves as direct supervisor for division staff. Assigns work; provides day-to-day direction, guidance,
and correction; monitors attendance and responds to time off requests, ensures appropriate training
and professional development, and conducts annual performance reviews.

Enforces adopted personnel policies and other HR directives as they relate to division staff.
Participates in recruitment and hiring processes and resolves personnel issues and concerns in
consultation with supervisor and human resources staff.

Ensures division compliance with local, state and federal regulations, including but not limited to OSHA
regulations for workplace safety.

KNOWLEDGE, SKILLS AND ABILITIES REQUIRED

Up-to-date knowledge of network infrastructure, including physical and virtual server configuration
and management, network storage, hardware, security and disaster recovery.

In depth knowledge of the configuration, set-up and operation of modern office hardware, including
desktop, laptop and tablet computers, as well as printers, copiers and scanners.

Familiarity with HIPPA, CJIS, and PCI compliance standards.

Ability to communicate ideas and explanations clearly in English, both orally and in writing. Ability to
write reports, memos and business correspondence using proper spelling, grammar and punctuation.



o Ability to read, analyze and interpret technical documents such as operating and maintenance
instructions, and procedure manuals.

o Ability to respond to questions and effectively present technical information to fellow City employees

with a widely varying degree of technical knowledge. Ability to effectively present information in one-

on-one and group settings and respond to questions from employees, elected officials and the

general public.

Ability to define problems, collect data, establish facts, and draw valid conclusions.

Ability to interpret and carry out instructions provided in written, oral, diagram or schedule form.

Ability to maintain a high level of integrity and ethical performance at all times.

Ability to maintain confidentiality of a wide variety of information to which the position provides access

(personnel data, law enforcement data, etc.) and to exercise appropriate judgment in the release or

presentation of information.

o Ability to establish and maintain positive, professional working relationships with co-workers,
subordinates, supervisors and elected officials.

e Ability to support decisions and recommendations within a context of objective analytical data and
justifiable cost.

e Ability to work with the public in a friendly, tactful manner.

o Ability to plan and develop organizational goals and objectives, take initiative, facilitate organizational
change and communicate goals and objectives to City personnel and the general public.

SUPERVISION
e Supervises the Infrastructure Administrator, IT Specialist, and IT Analyst positions.

INTERNAL/EXTERNAL CONTACTS

e Daily contact with Administrative Department and other departmental staff.

o Daily contact with the public.

e Some interaction with Department Heads to provide support and assistance.

QUALIFICATIONS
Minimum Qualifications
Bachelor’s degree in the IT field plus five years of professional IT work experience, or an equivalent
combination of education and experience.

Desirable Qualifications
IT experience in a state or local government setting.

WORKING CONDITIONS

The work environment varies and includes standard office settings, with moderate levels of noise generated
by conversations, phones and other office equipment; server rooms, with significant electronic equipment
generating heat and noise; and various other environments where City computer equipment is housed,
operated or installed, including the mechanic’s shop, ice arena, outdoor pool and inside and around
emergency vehicles. The employee is occasionally required to work outside in a variety of seasonal
weather conditions to service the City’s mobile devices in the field.

PHYSICAL DEMANDS

While performing the duties of this job, the employee is regularly required to sit, stand and move about the
office; use hands to finger, handle or feel objects, tools or controls; bend, crawl and twist; and reach with
hands and arms. The employees is required to speak, hear and see in order to share information, receive
instructions, and complete tasks using a computer screen. The employee must be able to lift and/or move
up to 50 pounds.

EQUIPMENT REQUIRED TO PERFORM JOB
e Desktop Computer

e Desktop Phone

e Copy/Scanner/Fax Machine

The City of Shakopee is an Equal Opportunity Employer.



