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INFORMATION TECHNOLOGY SUPPORT SUPERVISOR


MONTANA JUDICIAL BRANCH

INFORMATION TECHNOLOGY SUPPORT SUPERVISOR

Nature of Work:


This is advanced technical work supervising and implementing automation systems in the Montana Judicial Branch.


An employee in this class is responsible for supervising a staff of technical subordinates engaged in performing complex assignments in the implementation of systems technology. Emphasis of the work is on providing technical direction for projects, supervising subordinates conducting office equipment automation training and support and coordinating the procurement and installation of new automated systems. Responsibilities include supervising a variety of on-going office automation installation and support projects, providing guidance and direction to subordinates conducting the work, and reviewing specifications of office automation systems. The incumbent exercises a considerable degree of independent judgment, initiative, and originality. Supervision is exercised over a staff of technical, and clerical subordinates through assignment of projects and review of work in progress and upon completion. Supervision is received from the Information Technology Director who reviews work for professional quality of completed projects and attainment of desired objectives.

Essential Functions:
 (Any one position may not include all of the duties listed, nor do the examples cover all the duties which may be performed)

· Plans, assigns, and reviews the work of a staff of technical subordinates engaged in implementing systems, providing user support, and training employees in the use of office systems equipment; participating in field installation and troubleshooting work. Manages on-call staffing schedules.
· Schedules and coordinates automation projects for limited jurisdiction courts and district courts, juvenile probation and all Judicial Branch users. 
· First point of contact for information system project areas such as Federated Identity Management (FIM), Active Directory (AD), and O365. Coordinates and directs office/branch automation services including equipment maintenance, replacements, repairs, supplies, software maintenance and renewals, and vendor interfaces such as federated single sign-on interface activities
· Manages Courtroom Technology staff. Coordinates and oversees all Courtroom Technology projects.
· Confers with officials of courts or agencies involved with proposed automation projects to develop cooperation and define project requirements and specifications.

· Acts in a liaison capacity with state and county agencies and outside vendors concerning office/branch automation activities. Participates in IT related meetings with the Information Technology Division Director (monthly Information Technology Management Council, monthly SITSD/Bureau Chief Meeting and all other meetings as requested by the IT Director).
· Is responsible for managing all IT equipment purchases and works closely with the IT Director on equipment, software, maintenance, and services budgeting, including the Courtroom Technology budget, coordinating fiscal year-end purchasing, managing Enterprise Agreement renewals, SITSD services tracking, and biennial SITSD services projections.
· This position works as a peer to the Security Analyst position and acts as the first point of contact to the Security Analyst position for the operational handling and resolution of security incidents related to branch computers, servers, and network activities. Provides progress updates for any system security requests received from the Security Analyst.
· Prepares reports to superiors detailing office systems project developments.

· Makes recommendations regarding hiring, discipline, and promotion of subordinates; authorizes leave and overtime; evaluates and rates employee performance.

· Supervises user training for all software/hardware on personal computers.

· Supervises the processing of all office systems requests for computer systems.

· Assists in all phases of system development relating to computers.

· Plans and coordinates (with SITSD) all network designs, changes, installs, and upgrades for district courts, limited jurisdiction courts, juvenile probation and any judiciary branch offices/users.

· Makes recommendations on automation standards for courts.

Knowledge, Abilities and Skills:

Thorough knowledge of the design and capabilities of personal computer hardware and software.


Thorough knowledge of vendor software and hardware used in the installation and maintenance of microcomputers including networks.


Thorough knowledge of modern office systems technology and equipment.


Thorough knowledge of the sources of information and current developments in office systems technology.


Considerable knowledge of supervisory principles and practices.


Considerable knowledge of the structure and function of the Montana Judiciary.

           Considerable knowledge of public relations principles and techniques.


Considerable knowledge of the applications of data processing in relation to office systems.


Considerable knowledge of the principles and practices of modern office administration.


Ability to supervise a staff of technical subordinates in a manner conductive to full performance and high morale.


Ability to establish and maintain effective working relationships with superiors, subordinates, and officials of other state and county agencies and private businesses.


Ability to express ideas clearly and concisely, verbally and in writing, to groups and individuals.


Ability to identify opportunities to improve office efficiency and reduce costs.


Ability to assist in the development of project objectives and systems development.

Working Conditions:
Moderate noise; business office setting, however, some travel to field locations is required.

Physical Demands:
Work involves a significant amount of standing, walking, bending, crawling, and reaching with hands and arms; must be able to transfer up to 60 pounds.

Qualifications:

Graduation from an accredited two-year college with an associate’s degree in computer science, business or public administration, management science, or a related field and supervisory experience in the organization and development of automated office systems.

Licensure and Certification Requirements:
Montana driver’s license; proof of insurance if using a personal vehicle on State business.
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