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DI RECTOR OF | NFORVATI ON TECHNOLOGY

(Competitive O ass)

DI STI NGUI SH NG FEATURES OF THE CLASS

This class conprises a highly responsible position, the primary
duties of which include the adm ni stration of the conputer network
for the fire departnment. The Director of Information Technology is
responsible for managing the conputer/network equipnent and
supplies, conputer programm ng, and database for the fire
depart nent. The Director of Information Technol ogy works under
general supervision, reporting to and having work revi ewed by the
Fire Chief.

EXAVMPLES OF WORK

Exanples |listed beloware illustrative only. They are not intended
to include all duties which may be assigned, neither are they
i ntended to exclude other duties which may be | ogi cal assignnents
to this class.

Serves as the conputer network adm nistrator. Determ nes how the
departnent conputer/networking system should be organized.
Recommends mnanagenent policies, goals, and objectives for the
| nfformati on Technol ogy Divi sion. bserves and evaluates the
operations of the division, and takes steps to correct any
probl ens. Hol ds neetings with departnent personnel for the purpose
of receiving reports and di ssem nating information as it relates to
the adm ni stration of the conputer network.

Designs, inplenents, and maintains |ocal area networks for the
departnent, including data and video networks. Assi sts network
providers in setting up conputer network and overseeing the
mai nt enance of the network. Inplenents and maintai ns departnment
network servers. Monitors network to ensure that network is
available to all system users. Mintains the fire departnent
website, email accounts, and user access to internet. Admnisters
and nonitors conputer programthat controls user access to system
Provi des adm ni strative services such as password assignnent and
mai nt enance and security troubl eshooti ng. Mai ntai ns security of
departnment’s |icensed software. Performs and supervises the
pl anni ng, coordi nating, and inplenenting of security neasures to
safeguard information in conputer files against accidental or
unaut hori zed nodification, destruction, or disclosure. Ensures
appropriate back-up functions have been conpl et ed.

Responds to all alarns or energency calls for which the departnent
is answerable, in order to ensure nobile data conputer equi pnent on
fire departnent vehicles is functioning properly. Mintains nobile
data equi prent, and other public safety software applications on
fire departnent first responder vehicles including interfacing with
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the records managenent system repairing, replacenent, updates to
the software, and trai ning.

Resol ves data conmuni cation probl ens. Oversees the entering of
di agnostic commands i nto conputer and determ nes nature of problem
to assist operators to resolve network communication problens.
Responds to inquiries concerning problens with systens and/or
operations and perforns renedi al actions to correct probl ens based
on know edge of system operation.

Develops a formal training program for all conputer/network
functions of the departnment and sees that such programis properly
supplied with training resources. Eval uates training needs for
conput er operations and provi des for departnent trai ning or outside
training to neet the needs of the departnent. Serves as an
instructor for conputer training courses and provides on-the-job
training for new enployees as it relates to the operation of the
conputer network. Prepares witten procedures and manuals to be
used by departnent personnel in the operation of the conputer
systens and applications. Instructs users in the use of equi pnent,
sof tware, and manual s.

Accounts for the noney and assets of the Information Technol ogy
Di vi si on. Prepares and submts to the proper authority an
operating budget for the division. Assists with the total
departnental budget by gathering and conpiling information to be
used. Assists in witing grants for the division. Pr epar es
purchase requi sitions according to departnental procedures.

Makes recommendations for the purchase of conputer network
equi pnent, hardware, and software. Meets with division heads to
review requests for conputer equi pnment and software. Meets with
conput er hardware and software vendors to review products rel ated
to the departnental conput er/ networking system Wites
specifications for new conputer equipnment, prepares these
specifications for public bids, and oversees the bidding process.
Orders and distributes supplies and equipnent as required.
Mai ntains inventory records on all departnent owned conputer
har dware, peripherals. Locates repair services and arranges for
repairs and maintenance of all departnment conputer equipnent or
operating systens. |nspects equipnment after repairs to see that
repairs were properly acconplished. Coordinates installation of or
installs network |ines.

Designs, inplenents, and maintains a conputerized fire departnent
records managenent system includi ng devel opi ng and recommendi ng
policies for its use. Makes deci sions concerning what information
shoul d be included in conputerized records and in what formthis
i nformati on shoul d be kept. Ensures that the departnental records
managenent systemis kept current and mai ntained for the purposes
of tracking departnental activity. Confers wth departnent
personnel to identify problens and to gather suggestions for
i nprovenents to records- managenent systens. Exam nes and eval uat es
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exi sting records management system in order to develop new
procedures or to recomrend i nprovenents in systens format, use, and
control

Prepares correspondence and devel ops new forns for departnenta
reports for the dissemnation of information relative to the

records nmnagenent systens. Supervises the preparation and
mai nt enance of departnental records and reports by inspecting
systens and facilities for keeping records. Reviews drafts of

records, reports, and fornms conpleted by departnental personne

prior to entry into the conputer systemin order to determne if
| obs were conpl eted effectively and i n accordance wi t h depart nent al
procedures. Reviews records retention schedul es and recor d-keepi ng
requirenents to determne tinetables for transferring active
records to inactive or archival storage, and for destroying
obsol ete or unnecessary records. Reads graphs, charts, manuals,
records, reports, or rel ated departnment docunents. Runs queries as
needed to obtain information for fire department reports.

Installs hardware and peripheral conponents, such as nonitors,
keyboards, printers, and disk drives following design or

installation specifications. Installs software, i ncl udi ng
operating systens, word processing, or spreadsheet prograns.
Mai nt ai ns equi pment repl acenent schedule. Installs, nodifies, and

makes repairs to departnment conputer hardware and software systens
and provides technical assistance and training to system users.
Mai ntai ns records of all software |icense agreenents and perforns
software audits to insure conpliance with agreenents.

Provides for the naintenance of conputer files needed for the
efficient operation of the fire departnent. Maintains files on
city mapping of fire hydrants and the construction of new
subdi vi sions and streets. Drafts and maintains blueprints for the
recreation of building floor plans to a conputer programto enabl e
users to view such floor plans fromnobile conputers. Photographs
bui | di ng construction and existing buildings as instructed by the
Fire Prevention Division and transfers photographs to a conputer
program (btains building preplans from the Fire Prevention
Division and maintains such in a conputer program Mai nt ai ns
statistics on fire departnent incidents and prepares such docunents
for departnent neetings.

Pronotes a positive image of the departnent in the daily
performance of duties by interacting with the public, and state and
| ocal agenci es. Provi des assistance to other public safety
agenci es during energencies inorder to share i nformati on and dat a.
Serves as departnent representative at neetings, conferences, and
sem nars.

Perfornms any rel ated duties assigned.
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QUALI FI CATI ON REQUI REMENTS

Unl ess otherw se specified, all requirenents |listed bel ow nust be
met by the filing deadline for application for adm ssion to the
exam nati on

Must neet all requirenents of the Miunicipal Fire and Police G vil
Service Law, including being acitizen of the United States, and of
| egal age.

After offer of enploynent, but before begi nning work in this class,
must pass a physical exam nation, the selection and adm ni stration
of which shall be authorized by the Appointing Authority, designed
to denonstrate good health and physical fitness sufficient to
perform the essential duties of the position, with or wthout
accommodat i on.

Must present docunentation indicating, at a mninum that the
appl i cant has nmet the m ni nrum hi gh school graduation requirenents
necessary to receive a high school diplom as established by the
state of Louisiana Board of Elenentary and Secondary Educati on.

Such docunentation shall include at |east one of the follow ng:
hi gh school diplom, high school transcript, certificate of
equi val ency, affidavit from the issuing high school, college

di pl oma, or college transcript, any one of which nust indicate that
graduation has occurred or a degree awarded. A certification of
conpl etion shall not be sufficient to substitute for certification
of graduati on.

Must not be |less than eighteen (18) years of age.
Must have a mninmum of one (1) year experience in electronic

conput er equi pment with a working know edge i n data and net wor ki ng
systens, including installing and mai ntai ning | ocal area networks.
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