SYSTEMS COORDINATOR

DEFINITION

Under general supervision, perform advanced level professional work in the planning, development, coordination, implementation and operation of diverse automated information systems/services within the Dane County Sheriff’s Office.  Provide required coordination with the Information Management Division; provide technical assistance to department staff; identify and coordinate the response to training needs; exercise considerable judgment and leadership in meeting program objectives; serve as the primary contact for research, evaluation, implementation and training for any new software/hardware for the Sheriff’s Office.

EXAMPLES OF DUTIES

Maintain system information related to upgrades and problem resolution; monitor the record management system functions; act as a liaison with the State; evaluate departmental information systems/service needs and recommend, develop, coordinate and implement appropriate technological enhancements, processes and standards; identify and recommend related budgetary information (and priorities); identify the need for response to related staff training considerations and coordinate the administration of related resources; identify the need for and provide necessary coordination with the Information Management Division; identify and communicate all required/recommended changes to the involved systems and maintain Department and County standards for all systems; make recommendations relative to specialty law enforcement technology system needs; recommend, coordinate and track budgetary items involving new, upgrades and enhancements to computer technology, infrastructure needs, and office automation for the Dane County Sheriff’s Office; support computerized records management system and the office automation software; administer security and perform or coordinate troubleshooting activities; develop user profile menus, coordinate log-in access, build format screens based on specialized system documentation standards, and perform other technical activities; consult with staff in identifying and recommending appropriate technological enhancements; work with the Information Management Division to develop and implement various technology projects such as:  new buildings, expansions, or remodeling projects, imaging software, digital applications, laptop computer projects, new records management modules and upgrades linked to other systems; provide related coordination with the Information Management Division, other county agencies, vendors and law enforcement agencies throughout the county; coordinate the installation and implementation of software and general microcomputer applications consistent with the needs of the department; establish documentation formats and ensure that the proper documentation (user manuals) is prepared for both hardware and software operations; administer, monitor and troubleshoot the Sheriff’s Office computerized telephone system and related networking; coordinate the resolution of problems with the system vendor and/or the Information Management staff; and perform related work as assigned.

-OVER-

EMPLOYMENT STANDARDS

Education and Experience:

Three years of related professional experience in the development and/or administration of management information systems and related microcomputer systems and networking applications, including some experience in system documentation and providing technical working support.  Such experience would normally be gained after completion of a four-year degree in Computer Science or related program placing considerable emphasis on microcomputer technology.  Other combinations of training and/or experience that can be demonstrated to result in the possession of the knowledge, skills and abilities necessary to perform the duties of this position will also be considered.

KNOWLEDGE, SKILLS AND ABILITIES

Working knowledge of directly related microcomputer technology and current Windows operating systems and multi-use applications; working knowledge of system support and operating criteria (both hardware and software considerations); working knowledge of system maintenance factors and objectives; working knowledge of computer systems design; knowledge of management information system networking considerations; ability to provide technical support to users in project development, problem resolution/troubleshooting for routine hardware and software computer malfunctions, and coordination with vendors; ability to readily become familiar with specialized law enforcement computer systems and technological needs; ability to communicate effectively both orally and in writing; ability to effectively participate in team efforts to improve departmental programs and services; ability to evaluate and recommend appropriate technological enhancements; ability to identify training needs and provide or coordinate the provision of relevant training to users; ability to develop, oversee and/or implement microcomputer training materials and procedures manuals; ability to ensure the effective on-going operation of multiple internal systems and to establish meaningful system documentation and security procedures; ability to maintain effective working relationships.

SPECIAL REQUIREMENT 

Must have or be eligible for possession of a valid Wisconsin driver’s license.
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