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Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class.  Specifications are not intended to reflect all duties performed.

DEFINITION

Supervises and coordinates the activities and operations of the technical support and system development division with the Operations Liaisons Department; including Graphics and coordinates assigned activities with other divisions, departments and outside agencies; provides highly responsible and complex administrative support to division and department managers; and performs related duties as assigned.
CLASS CHARACTERISTICS

This single position supervisor class provides supervision of professional staff engaged in presentation graphics, and technical publications activities.  The position coordinates the activities and operations of the Technical Support and System Development Division.  The incumbent is expected to exercise independent judgment in the day-to-day conduct of the work.  This class is distinguished from the Manager of Technical Resources, Publications and Graphics, in that the latter has overall management responsibility for the Technical Resources, Publications and Graphics Division.

Examples of Duties – Duties may include, but are not limited to, the following:
1.   Develop and implement software testing tools for MARIS.

2.
Assumes management responsibility for assigned services and activities of the Technical Support and System Development Division.

3.
Participates in the development and implementation of goals, objectives, policies and priorities for assigned programs; recommends and administers policies and procedures.

4.
Monitors and evaluates the efficiency and effectiveness of service delivery methods and procedures; recommends, within departmental policy, appropriate service and staffing levels.

5.  Plans, directs, coordinates and reviews the work plan for assigned staff; assigns work activities, projects and programs; reviews and evaluates work products, methods and procedures; meets with staff to identify and resolve problems.

6.  Coordinates with users to implement specialized information technology systems on local area networks; coordinates with operations department in the purchase of notebook computers and wireless communication devices.

7.
Oversees the preparation of high quality and professional looking graphic and camera ready artwork.

8. Supervises the development and publication of technical specifications for maintenance manuals.

9.  Supervises the application developers in the development and writing of programs for operations departments, and creation of end user batch programs.

10. Assists in the selection, training and evaluation of assigned technical personnel; coordinates staff training; works with employees to correct deficiencies; implements discipline and termination procedures.

11. Participates in the development and administration of the division’s annual budget; participates in the forecast of funds needed for staffing, equipment, materials and supplies; monitors and approves expenditures; implements adjustment.

12. Attends and participates in professional group meetings; stays abreast of  new trends and innovations in the field of computer-based data management systems.

13.  Responds to and resolves difficult and sensitive citizen inquiries and

 complaints.

14.  Performs the duties and responsibilities of the division manager in the absence of the Division Manager.  

15. Assists in the design, development and implementation of quality assurance

      applications.

16. Assists in the development and testing of software that will automatically connect the

       administration network and operations network.

QUALIFICATIONS

Knowledge of:
Operational characteristics, services and activities of comprehensive technical presentation and graphics programs.

Principles, practice methods and techniques used in graphics and technology writing.

Principles and practices of computer network operation.

Principles, practices and methods of data base administration.

Methods and techniques used in graphics and technical writing.

Principles and practices of budget preparation and administration.

Principles of supervision, training and performance evaluation.

Skill in:

Participating in the management of technical specifications and graphics programs.  Supervising and coordinating the work of lower level staff.  

Assisting in the installation of modifications to computer based data management systems.  

Coordinating the use of specialized computer systems with other departments.  Coordinating the development of technical specifications.  

Participating in the development and administration of division goals, objectives and procedures.

Communicating clearly and concisely, both orally and in writing.

MINIMUM QUALIFICATIONS

Education:

A Bachelor’s degree in computer science or a closely related field from an accredited college or university.

Experience:

Four (4) years of (full time equivalent) verifiable experience in technical publication and graphics management which must have included at least two (2) years of administrative and supervisory responsibility.

Substitution:

Additional professional experience as outlined above may be substituted for the education on a year-for-year basis.  A college degree is preferred.

WORKING CONDITIONS

Environmental Conditions:
Office environment; exposure to computer screens.

Physical Conditions:
Requires maintaining physical condition for sitting, standing and walking for prolonged periods of time.

G:\CompClas\WPFiles\Group_T\TC120-02

