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Summary of Duti es: Pl ans, coordi nates, admnisters and directs the
activities of a large professional and technical staff engaged in the
admnistration of a | arge advanced technol ogi cal mnulti-conputer
operations center; in the analysis, design, programmng and

i npl ement ati on of managenent information systens in support of

adm ni strative and operating nmanagenent requirenents related to the
commercial, financial and scientific functions of the Departnent of
Water and Power; or, in the collection, processing, and distribution
of information resources through end-user conputing, office systens,
and i nformation resource nmanagenent; and perforns related duties.

D sti ngui shing Feat ures: An enployee in this class is responsible for
pl anning, directing and coordinating all functions of a major

organi zational unit of the Managenent Information Services Dvision in
the Departnent of Water and Power. |Incunbents report to the D rector
of Information Systens, and may assune the duties of the Director in
the latter's absence. Enployees in this class receive assignnments in
terns of policy directives and are responsi ble for carrying them out.
They exerci se consi derabl e i ndependent judgnent in sol ving

adm ni strative and technical problens within the D vision and may
advise the Drector on project feasibility, optimumutilization of

per sonnel and equi pnent, resources and ot her specialized technica
questions. Wik is evaluated in terns of the effectiveness of the
Dvision's operation and its contribution to the achi evenent of

overal I organizational goals.

Exanpl es of Duties: Directs, through subordi nate nanagers and
supervi sors, teans of anal ysts, systens programers and technici ans
engaged in the operation, selection and mai ntenance of |arge scale

el ectroni ¢ data processing equi pnment and supporting system software;
devel ops standards, policies and procedures to ensure effective and
economc utilization of resources, conpl eteness of controls, adherence
to standards, conpletion of docunentation and quality and efficiency
of output; prepares recomrendations for perfornmance inprovenent;

Manages the operation of |arge scale, nultiprocessor, electronic data
processing centers for the Departnent of Water and Power; confers wth
managenent in the sel ection, enhancenent and nodification of

el ectroni ¢ data processing equi pnent and supervi sory software to
support operati ng needs; devel ops personnel requirenents and forecasts
skill needs;

Manages the devel opnent, publication, and nmai ntenance of an
information technol ogy strategy, policies, standards, plans, and
procedures for end-user conputing, office systens, and i nfornation
resource nmanagenent to insure appropriate sel ection, usage,

i npl emant ati on, mai ntenance, admni stration, and nmanagenent of the



i nformation technol ogy nethodol ogi es, applications, and
har dwar e/ sof t ware resources;

Adm ni sters the budget preparation process; prepares and coordi nates
| ong and short-range planni ng studi es; maintains coordination of MS
schedul es for budget with those established by the General Manager;
establ i shes procedures for eval uating proposed expenditures; assesses
changi ng technol ogy to determne inpact on planned acqui sitions;
admnisters the acquisition of new nmaterials, equi pnent and servi ces;
coordinates the preparation of bid specifications and conducts cost-
benefit anal yses;

Devel ops procedures and gui delines for technical training and
counsel i ng prograns; admni sters and coordi nates t he devel opnent,

mai nt enance and updati ng of standards for docunentation, and, may be
assigned to other duties for training purposes or to mneet

t echnol ogi cal changes or energenci es.

Qualifications: A good know edge of the principles and practices
involved in the admnistration of a | arge, advanced technol ogi cal

mul ti-conputer operations center; a good know edge of the coordination
of electronic data processing equi pnent operations with the activities
of systens software programm ng and systens anal ysis, design and
programm ng; a good knowl edge of the principles and practices of

i nformation system devel opnent and devel opnent of technol ogi cal

met hodol ogy; a good knowl edge of the principles of systemdesign; a
good know edge of new devel opnents in conputer nethodol ogy and

t echnol ogy; a good know edge of personal conputing, departnental
conputing, office systens, text docunent indexing and retrieval, and
end-use conputing; a good know edge of data, technol ogy, and
application architecture issues; a good know edge of the theory and
princi ples or organi zati on and nanagenent; a good know edge of
budgeting and financial adm nistration, personnel admnistration, and
adm ni strative anal ysis; a good know edge of effective nethods of
directing a staff of admnistrative and techni cal personnel and
coordinating their efforts with those of other organizational units; a
good know edge of and Departnent of VWater and Power organi zationa
structure and adm ni strative manual provisions; a working know edge
of the laws and regul ations related to equal enpl oynent opportunity
and affirmative action; a working know edge of Gty personnel
policies and procedures; a working know edge of safety principles and
practices; a working know edge of the capabilities, uses and
[imtations of operating systens software; a working know edge of the
provi sions of Menoranda of Understanding as they relate to subordinate
personnel ; and, a general know edge of cost accounting and purchasi ng.

The ability to effectively plan, direct and coordinate the activities
of admnistrative, technical and support personnel; the ability to
provide technical direction in the data processing field, including
systens, applications and operations activities; the ability to
exerci se sound adm ni strative judgnent, fiscal responsibility,
originality and initiative in the devel opnent of new nethods and



procedures and in the solution of difficult problens; the ability to
prepare and present oral and witten reports and recommrendati ons
concisely and logically; the ability to notivate subordi nates to work
productively and efficiently; and the ability to deal tactfully, and
mai ntain effective working rel ati onships w th, subordinates, public
officials, representatives of other governnental agencies, outside
contractors and the general public.

Two years of full-time paid experience as an Informati on Systens
Manager or in a class at |east at that |evel nmanaging a group of
enpl oyees engaged i n systens anal ysis, design, devel opnent or
operation of conputer based information systens is required for
Assistant Director Infornation Systens.

Appointrment to a position in this class is subject to a one-year
probationary period as provided in Section 109 of the Gty Charter.

License: Awvalid CGalifornia driver's license and a good driving record
may be required.

Physi cal Requirenents: Strength to performlifting up to 5 pounds and
occasional | y over 15 pounds; good speaking and hearing ability; and
good eyesi ght.

Persons with nedical limtations nmay, wth reasonabl e accomodati ons,
be capabl e of performng the duties of some of the positions in this
class. Such determ nation nust be nade on an individual basis in
[ight of the person's limtations, the requirements of the position,
and the appointing authority's ability to effect reasonabl e
accomodations to the person's limtations.

As provided in Gvil Service Commssion Rule 2.5
and Section 4.55 of the Admnistrative Code, this
specification is descriptive, explanatory and not
restrictive. It is not intended to decl are what
all of the duties and responsibilities of any
posi tion shall be.



