Chief Information Officer – Sample C (2011)


JOB SUMMARY:  The primary responsibility for the Chief Information Officer is to develop, manage and maintain within a data center environment, all internal information systems network infrastructure.  This includes:  SQL, phone systems, Exchange/Outlook servers, LAN/WAN management, desktop management, system security, end-user training, database installations, systems maintenance, and effective inter-departmental communications.  Responsible for overall support and integrity of existing systems and the planning and development for future IT needs.  

DUTIES AND RESPONSIBILITIES:  

This position has overall management responsibility and accountability for the implementation and maintenance of all IT initiatives with the goal of providing a highly reliable, stable and responsive IT function.  The Chief Information Officer will collaborate with the end-users and senior management to ensure the alignment of IT infrastructure and systems with company objectives and strategy.

In addition, this position provides and is accountable for the leadership, vision, direction, development, and maintenance of multiple complex and high priority projects for the department that directly impact the systems and/or business strategies of the company.

Additional Duties and Responsibilities:

1.
Manage day-to-day operations of entire IT infrastructure including corporate network, data, email, phone, voice and desktops.

2.
Provide the highest levels of service delivery:  systems availability, security, response time and recovery from problems.

3.
Project management and implementation of key technical initiatives.

4.
Supervise Network Engineer, Database Analyst and Desktop Engineer.

5.
Define performance benchmarks for IT infrastructure.

6.
IT budget

7.
Interface with directors, supervisors, and staff to maintain a positive working environment.

8.
Follow all company policies and procedures.

9.
Respond to change productively.

10.
Extended hours are required to maintain a 24/7 working environment.

11.
Ability to analyze problems and develop creative solutions.

12.
Ability to read and interpret technical materials and be attentive to detail.

13.
Ability to solve business issues creatively and cost-effectively.

How this will be accomplished:

1.
Plans and coordinates to ensure an on-going computer environment capable of meeting day-to-day requirements.

2.
Makes recommendations/decisions on new hardware and software purchases.

3.
Prepares cost estimates and recommendations for system upgrades, expansion and replacement.

4.
Coordinates installation and setup of all new hardware and software throughout the organization.

5.
Maintains the role as primary contact with all vendors/manufacturers and provides an interface between them and staff.

6.
Ensures all computer, phone and communication hardware is maintained in good working order.  This includes planned, periodic upgrade and replacement of out-dated equipment.

7.
Responsible for communication system maintenance, including phones, e-mail and internet connectivity.

8.
Coordinates phone system maintenance between local/long distance service provider and equipment maintenance contractor.

9.
Monitors performance of networks and systems and makes changes as needed to improve efficiency, security, and dependability.

10.
Performs periodic review of internal/external network security protocols and user access rights to prevent unauthorized users from accessing confidential files.

11.
Performs periodic integrity testing of systems including access, recovery and utilization monitoring.

12.
Ensures operating and maintenance procedures are performed, including but not limited to system data backups and storage, routine preventive maintenance updates and changes of software and hardware.

13.
Oversees change management functions to ensure good customer service.

14.
Establishes and maintains policies and procedures regarding all aspects of IT.

15.
Works in collaboration with Compliance Officer and Privacy Officer in implementing and maintaining all HIPAA rules, regulations and requirements.

16.
Respects patients and employees rights to privacy.  Communicates appropriate information only with persons who need to know.

17.
Exemplifies excellent customer relations with patients, visitors, and other employees; shows courtesy, friendliness, helpfulness and respect.

MINIMUM QUALIFICATIONS:

1.
Bachelor’s Degree in Computer Science/Information Systems Management or equivalent work experience.

2.
Four+ years experience as a lead or supervisory experience for an IT department with strong emphasis in the Information Systems/Technology sector.

3.
Experience implementing and overseeing outsourced resources and projects.

4.
Vendor management and negotiation skills.

5.
Current [State] driver’s license and proof of automobile liability insurance 
coverage.

6.
Ability to establish and maintain effective working relationships with staff at all levels.

7.
Effective verbal communication and written skills.

8.
Project management certification or equivalent experience.

PREFERRED QUALIFICATIONS:

1.
Master’s Degree in Computer Science or Information Systems.

2.
Microsoft Certified Systems Engineer (MCSE) designation.

3.
Cisco certifications with hands on experience.

4.
Prior experience in a healthcare organization.

TYPICAL PHYSICAL DEMANDS:

1.
Occasional standing, walking, stooping, kneeling, crouching, reaching, fingering and repetitive motions.

2.
Occasional prolonged sitting.

3.
Occasionally exerting over 100 pounds of force and/or 50 pounds to move objects.

4.
Ability to communicate by speaking and hearing in person and on the phone.

5.
Requires eye-hand coordination and manual dexterity sufficient to operate a keyboard, telephone, calculator and other office equipment. 

COMMENTS:

This description is intended to describe the essential job functions and the essential requirements for the performance of this job.  It is not an exhaustive list of all duties, responsibilities and requirements of a person so classified.  Other functions may be assigned and management retains the right to add or change the duties at any time.


