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IT Manager Job Description

JOB TITLE:
IT Manager
DEPARTMENT: 
IT–Information Technology

REPORTS TO:
Company President/Vice-President
JOB SUMMARY

Lead and coordinate the activities for technical PC and network support to multiple offices throughout the metro.  Will be responsible for developing, implementing and maintaining the technology department.  Involved in hiring and training of support staff.  Management of all IT projects to ensure correct measures are in place to support the needs of the client. 

RESPONSIBILITIES

1. Put procedures in place for the setup, shutdown and support of PC hardware and software offices in compliance with company policy

2. Direct day-to-day activities of the support staff.

3. Oversee the project plans, tasks and commitments to ensure client satisfaction

4. Communicate technology solutions and implementation in an effective and timely manner

5. Help develop equipment needs and present to non-IT management.
6. Development of documentation to help set and maintain company technology standards and procedures.

7. Prepare budget estimates for IT department.

8. Complete all duties assigned

ENVIRONMENT

Work Environment:  Normal office environment. 

Physical Requirements: Ability to move and lift objects up to 50 pounds.
Travel:  25% travel to citywide locations
KNOWLEDGE, SKILLS, AND ABILITY


Requirements

1. Bachelor’s degree or the equivalent through a combination of education and work experience.

2. Four years networking and troubleshooting experience.

3. One Year project management experience

4. Three years experience with Microsoft Operating Systems including Win 9.x , Win2000 and/or XP, and MS Office.

5. Able to recognize and solve technology problems, and implement solutions in a timely manner

6. Organization, prioritization and project coordination skills.

7. Good oral, written and personal communication skills. 
