Systems Analysis and Programming Manager

Job Description
Utah County Department:  Information Systems

HERIR e Position: Career Service
Starting Step: 56, Table 14
Supervisory:  Yes
Reports to: Director — Information Systems

Summary

Under general supervision of the Director — Information System, serve as a professional resource to
departments. Supervise other systems analysts-programmers including managing and coordinating
multiple projects with other departments, elected officials, public and private agencies. Analyze, design,
and program information systems to meet the requirements of Utah County departments and assigned
agencies.

Essential Functions
Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.

1. Manage, plan, coordinate, and direct the activities of System Analysts, Programmers, and others
within the Information Systems development group as assigned.

2. Make staffing decisions including participating in hiring, evaluating performance, administrating
disciplinary actions, prioritizing requests, scheduling workload, reviewing completed work, and
training assigned personnel in technical skills.

3. Lead and coordinate multiple complex projects and project participants in designing
specifications of new systems and/or modifying existing systems relating to, but not limited to,
financial accounting, land records, law enforcement, vital statistics, and various records
management systems.

4. Manage, perform and assist in the analysis, design and programming of all assigned customer
systems.

5. Analyze, design, program, debug, and maintain systems for use by County departments with the
use of object oriented programming tools including Power Builder, Visual Studio, etc.

6. Create customized reports in various formats including those for web development to be used
by County departments as well as outside agencies.

7. Serve as a lead for one or more technology specialties and assist project participants in technical
and complex tasks.

8. Perform system administrator duties on assigned hardware and application systems and
monitor assigned systems to diagnose problems.

9. Assess scope of projects; prepare program designs; draft and track project action plans,
agreements, assignments and step due dates; and communicate/coordinate project plan and
status with departments and other customers.
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10. Consult with users to identify current operating procedures and to clarify program objectives.

11. Advise departments as to how automation of their function will be cost effective.

12. Coordinate design and implementation between staff and County departments.

13. Document and track resolutions and work progress for all work activities.

14. Act as technical support for users including training, installation and troubleshooting for both
hardware and software.

15. Create external functions using SQL to be used in complex reporting.

16. Assist in developing database-related functions, hardware, telecommunication requirements
and overall application needs.

17. Enforce electronic security through applications as set by state statute, federal laws, county
regulations and departmental standards.

18. Provide application prototype.

19. Determine database structure.

20. Coordinate the exchange of data with public and private agencies.

21. Train programming levels |, Il and Ill, in departmental policy, procedure, and programming
standards.

22. Oversee the processing of election results in a complete and accurate manner.

23. Design and construct web pages/sites including incorporating graphic user interface features
and other techniques using components similar to Dreamweaver, Visual Studio, etc.

24. Prepare project specifications and system documentation.

Knowledge, Skills, and Abilities

Knowledge of information systems including analysis, programming, and design techniques
Knowledge of Power Builder, Visual Studio, Oracle, SQL, and other programming languages
Knowledge of open client/server programming and architecture

Knowledge of PC networking and server technology

Knowledge of financial and accounting techniques and processes

Knowledge of object-oriented programming

Knowledge of statutory election processing requirements

Knowledge of database management theory and design principles

Skilled in management techniques

Skilled in utilizing and creating databases

Skilled in project and team leadership including project planning and setting/tracking action plans
Skilled in designing and maintaining databases

Skilled in troubleshooting computer hardware and software problems

Skilled in designing and maintaining databases

Ability to set priorities and work with minimal supervision

Ability to analyze user needs and convert requirements into computer-based procedures and systems
Ability to maintain cooperative relationships with those contacted in the course of work activities
Ability to communicate technically complex information both verbally and in writing
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Supervisory Responsibility
This position has direct supervisory responsibility, and does serve as a coach and mentor for other
positions in the department.

Work Environment

This job operates in a professional office environment, library, or computer room. This role routinely
uses standard office equipment such as a laptop, desktop, smartphone, photocopiers, shredders, and
filing cabinets. The noise level in the work environment is usually moderate. This role exposes
incumbent to stress due to critical problems that require immediate attention, pressured deadlines,
change in project scope, switching from one task to another.

Physical Demands
The physical demands described here are representative of those that must be met by an employee to
successfully perform the essential functions of this job.

While performing the duties of this job, the employee is required to use manual dexterity to handle,
feel, and operate objects, tools and controls, and reach with hands and arms. This employee is
frequently required to stand, talk, and hear. Specific vision abilities by this job include close vision and
ability to adjust focus. The employee is required to type, file and lift office supplies up to 30 to 50
pounds.

Position Type/ Expected Hours of Work

Incumbent must work 80 hours each pay period to maintain full-time status. There is availability to work
out a flex schedule ahead of time that works for both the County and the employee. Occasional evening
and weekend work may be required as job duties demand.

Travel
This position requires up to 5 percent travel.

Required Education and Experience
1. Abachelors degree in Computer Science or a closely related field
2. And five (5) years of computer programming experience
3. Equivalent combinations of education and work experience may also be considered

Preferred Education and Experience
1. Preference may be given to applicants with lead and/or supervisory experience

Additional Eligibility Qualifications
1. Applicant must possess a valid driver’s license and obtain a valid State of Utah driver’s license
within 60 days of employment
2. Selected applicants may be subject to, and must pass, a background check
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AAP/EEO Statement

It is the policy of Utah County Government to assure equal employment opportunity to its employees
and applicants for employment without regard to race, color, religion, national origin, disability, age,
sex, sexual orientation, genetic status or gender identity.

Other Duties

Please note this job description is not designed to cover or contain a comprehensive listing of activities,
duties, or responsibilities that are required of the employee of this job. Duties, responsibilities, and
activities may change at any time.

Utah County Government is a drug-free workplace.

Below is to be completed after an offer has been extended and accepted.

Signatures
This job description has been approved by all levels of management:

Manager

Department Head

HR Director

Employee signature below constitutes employee’s understanding of the requirements, essential
functions and duties of the position

Employee Date
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