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Job Description Posting

(For Positions in CAW Local 555, Unit 1)



	JD/TJD #
	JD00367

	Pay Grade:
	9

	Title:
	Systems Manager

	Unit/Project Description:

For Department use only.
	     

	Job Summary:
	The Systems Manager is responsible for the overall administration, maintenance, and management of the department’s multi-platform workstations and online presence, and for the efficient use of technology resources, improvement of information technology procedures and processes, and the planning and implementation of new information technology projects.

	Purpose and Key Functions:
	· Develop technical solutions that fulfill the department's information technology requirements including, but not limited to, systems integration projects, systems security implementations, and systems support. 

· Plan, organize, oversee, and evaluate the departmental operations of information systems and electronic data processing. 

· Write and develop strategic business plans on an annual basis outlining the role and need for information technology resources in the department and its effect on revenue and productivity.  

· Develop and implement policies and procedures for the department’s computer systems.

· Manage network access for workstations and servers.

· Manage multiple servers using various platforms.

· Coordinate the secure system access of users to various department systems and platforms.

· Maintain the security of department servers and other related hardware.

· Configure and maintain the local office network and all its components.

· Set up and troubleshoot any terminal access issues requiring a thorough understanding of terminal services software.

· Write queries and develop statistical reports extracted from databases using multiple platforms.

· Manage the life cycle replacement of hardware and software.

· Manage the implementation of all information technology projects within the department ensuring minimal disruptions to service during installation.

· Develop the technology and software budget for review and approval.

· Prepares estimates of time and resources required for new system implementation and upgrades.

· Research, evaluate, select, and procure computer software, hardware, and peripherals for store use.

· Negotiate, review, and recommend system vendor contracts.

· Purchase, administer, and renew department domain names as required. 

· Perform migration of interface files and update web servers as required.

· Train others on new processes and procedures. 

· Design, develop and implement databases for departmental use. 

· Set up and dismantle cash registers as required. 

· Create and maintain detailed data flow charts.

· Design and develop detailed network diagrams and complex database stored procedures used to automate database operations.

· Provide technical support to users within the department regarding hardware and software issues.

· Prepare merchandise for inventory and perform inventory tasks as required.

· Perform customer service tasks including but not limited to product returns, defective product exchanges, rainchecks, bookclubs and buybacks.

· Ensure the proper opening and closing of the store on a rotational basis following established departmental policies and procedures.

· Perform cashiering duties as required.

	Supervision:
	Provide lead hand supervision and is responsible for the quality and quantity of work of others.

	Requirements:
	3 year Community College diploma in Computer Science, or related field.

Requires 4 years of relevant experience.

	Assets:
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	Additional Information:
	     


