LIVINGSTON MEDICAL GROUP
Job Description
Job Title: IT/Data Manager 
	
	

	Department:  Information Technology
	Supervisor:  Chief Financial Officer

	Salary Range: $21.04-$26.79
	FLSA:  Hourly Non-exempt

	Last Revision Date:  05/31/2011
	Revised by:  Chief Executive Officer

	
	


Job Summary:  The Information Technology (IT)/Data Manager reports to the Chief Financial Officer and is responsible for the business systems utilization and implementation, ensuring that technology infrastructure enables staff access and utilization of critical data to meet the organization's strategic goals and mission. S/he will supervise IT staff and work closely with staff members across the organization to implement projects. In addition, s/he will oversee IT consultants who provide network, hardware, and helpdesk support. The IT/Data Manager has a key internal communications role to champion the adoption and optimal use of technology tools and systems, and ensure satisfaction with project prioritization and progress.
Job Duties:
1. Networking: 

a. Plans and implements additions, deletions and major modifications to the supporting infrastructure company-wide as directed by the Chief Financial Officer in coordination with Senior Management Team.
b. Oversees the implementation of network security. 

c. Anticipates future network needs, identifies proactive solutions to satisfy needs.
2. Data Utilization and Management

a. Works with various internal departments to develop and understand data needs. 

b. Provide and support training with respect to information systems utilization.

c. Ensure accuracy and security of organizational data (including, but not limited to financial data and protected health information). 
3. Telephony
a. Oversees the planning and management of the company's telephone system and manages company-wide upgrade efforts.
4. Help Desk Administration
a. Oversees the management of help desk activities and resolves escalated issues if necessary.
5. Asset Management
a. Helps establish and build relationships with vendors as directed by the CFO in conjunction with Senior Management.
b. Oversees all IT-related purchasing and budget usage. 

c. Holds responsibility for capacity planning and scheduling vendor negotiations related to IT.
Core Competencies
1. Communication
a. Ensures department is well informed, at all times, of changes and news worthy events within the organization.
b. Effectively communicates relevant IT-related information to Senior Management Team. 
c. Handles difficult personnel situations directly, using appropriate discretion, HR advice, and respect for the individual.
d. Promotes the health center through speaking engagements at industry conferences and involvement in local business organizations.
2. Management
a. Exercises staff oversight to ensure new operations plans, policies, procedures, and transition/migration plans are consistent with the overall company goals and objectives.
b. Holds responsibility for IT staffing and budgeting projections on a company-wide basis.
Professional Qualities:
1. Leadership
a. Achieves excellence in all areas of business.
b. Champions change and effectively manages the implementation of new ideas.
2. Teamwork
a. Reinforces team approach to projects both with outside vendors/partners and internal customers.
b. Supports and solicits input from team members at all levels within the organization.
3. Customer Service 
a. Communicates effectively with internal customers to identify needs and evaluate alternative business solutions and strategies.
b. Continually defines ways to increase internal customer satisfaction and deepen relationships.
c. Maintains lasting internal customer relationships.
d. Ensures IT department delivers superior solutions to internal customers.
e. Provides senior level resolution to internal customer issues.
Organizational Responsibilities:
1. IT staff development

a. Participates in all programs and enforces all policies relating to performance evaluations and career development planning.
b. Reviews management evaluations for consistency.
c. Impresses upon management the importance of the career planning and performance evaluation programs.
d. Creates an environment where Innovators can successfully achieve professional career path goals.
e. Manages the development of system administrator, interns, and help desk technicians. 
f. Assigns tasks to IT staff that gives them an opportunity to grow.
2. Internal Operations
a. Reviews status reports of Project Manager, Systems Administrator, and other IT staff and addresses issues as appropriate.
b. Lends expertise to internal teams and task forces.
c. Enforces standard company policies and procedures.


Minimum Requirements:
Education/Experience:
· Required: Five years computer, computer networking, and telecommunications related experience.  Bachelor’s degree or equivalent in Computer Science or related area. 
Work Environment:
	__Work Alone
	__Work with Others
	__Verbal Conduct w/Others

	__Face-to-Face Contact
	__Work Inside
	__Work Outside

	__Extreme Heat
	__Extreme Cold
	__Noise

	__Mechanical Equipment
	__Electrical Equipment
	__Pressurized Equipment

	__Moving Objects
	__High Places
	__Fumes/Odors


Typical Physical Demands:
Requires standing/walking for up to 30% to 60% at a time, sitting for up to 30% to 60% at a time, lifting and carrying 0% to 20% at a time, lifting or carrying of up to 40 pounds 0% to 5% at a time, reaching 30% to 70% at a time, bending and stooping 30% t0 80% at a time, squatting/crouching 5% to 15% at a time, handling/grasping 25% to 80% at a time.  Must be able to read, but not limited to, memos, a computer screen, personnel forms, and clinical and administrative documents.  Must have high manual dexterity.  Vision must be correctable to 20/20 and hearing must be in the normal range for telephone contact.

I have read and agree that I am able to complete these essential job functions, with or without a reasonable accommodation.
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