DEPUTY DIRECTOR OF ADMINISTRATION (CIO)

DEFINITION

This position receives general supervision and direction from the Director of Administration, and works closely with the Director and Controller to provide administrative support to County departments. The primary focus of this position will be information technology management.  The position will have direct oversight of the Division of Information Management, Land Information Office, and the Division of Printing and Services.  The position provides general management support to the Director of Administration; provides administrative oversight, leadership and direction to sub-units within the department.  The position will also perform other policy analyses, research projects, and other special projects as assigned. 

EXAMPLES OF DUTIES

· Provide administrative oversight to the Division of Information Management, the Land Information Office, and the Division of Printing and Services, exercising direct and indirect supervision over professional, paraprofessional, and technical support personnel, as assigned;

· Develop and manage the budget for assigned Divisions and participate in the overall development of the Department of Administration budget;

· Participate in County budget development as needed as a member of the Department of Administration leadership team;

· Create, execute, and maintain a strategic plan and performance management program for assigned units and assist in the development of the same for the Department;

· Manage, coordinate, and conduct a variety of special projects and studies regarding service delivery and program efficiency;

· Providing responsible and complex staff support to the County Executive’s Office and County Board as assigned;

· Coordinate activities with other County officials, departments, outside agencies, organizations; 

· Represent the department at intradepartmental and interdepartmental meetings, County Board meetings, and other public forums as assigned;

· Perform related work as needed or assigned by the Director.

EMPLOYMENT STANDARDS


Education and Experience: Position requires a combination of training and experience equivalent to a Bachelor’s degree in a relevant field and five (5) years of progressively responsible experience in a management/supervisory capacity.  Familiarity with current and emerging technology and technology management is highly desirable.  Plus, a Master’s degree in a related field and management experience in a large, complex environment with diverse customer needs is also desirable.  

Knowledge, Skills and Abilities: Knowledge of modern principles, methods and practices related to leadership and public administration; knowledge of effective managerial practices and methods; knowledge of governmental budgeting and financial principles and practices; knowledge of federal, state and local laws, regulations and standards relating to administrative services; skill in communicating effectively, both orally and in writing; skill in establishing and maintaining effective working relationships with other employees, government officials, civic organizations and community agencies, representatives from labor unions and the media, and the general public; ability to plan, organize, prioritize, coordinate, assign and evaluate the work of subordinate managers; general management, policy analysis and development skills are essential, along with experience in budget preparation and control.  The ideal candidate will also have a commitment to public service and strong communication and interpersonal skills.

SPECIAL REQUIREMENTS:  Possession of a valid Wisconsin driver’s license and access to reliable transportation.  The position will also be expected to be available for evening meetings and occasional weekend work.  Those candidates reaching the final selection stage will be subject to a thorough records/background check.  
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