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COMPREHENSIVE FINANCIAL MANAGEMEN'T SERVICES




JOB DESCRIPTION

	Position Title:
	Manager of Information Technology

	Department:
	Information Technology

	FLSA Class:
	Exempt – Administrative and Computer

	Job Type:
	Full Time

	Standard Week:
	40+ Hours Per Week

	Report To:
	Director of Information Technology


	Job Description:   working in collaboration with the Director of Information Technology, responsible for the day-to-day management of several functional areas within the department.   Duties to include supervising and overseeing the Help Desk and Back-Up functions, coordinating the training and development of staff, managing relationships with vendors, contributing to the strategic planning, administrative and fiscal functions within the department, working to support the compliance and security requirements of the Firm, leading and contributing to project management initiatives, providing staff support, and overseeing, coordinating, and implementing systems administration for the Firm’s hardware, software, and infrastructure.




	Job Duties  

	Help Desk & Back-Up – Supervise the Help Desk & Back-Up Specialist and oversee the Help Desk and Back-Up functions.  Review the Help Call Log, monitor the status of the help calls and analyze the outcomes to determine if each call has been addressed effectively.   Monitor the back-up systems to ensure the integrity of the Firm’s information is secure and maintained based on the compliance and security requirements.  



	Training and Development of Staff – develop and deliver training to existing staff to expand the technical and service capabilities of the Information Technology Team.



	Succession Planning – develop and deliver training and career development opportunities to prepare the members of the Information Technology Team for the new role in their career progression within the Team.  This will include delegation of work with increasing complexity, and special projects to enhance the knowledge and skills of the staff.



	Vendor Management – responsible for establishing and managing relationships with the vendors that provide external support for the Firm’s technology needs.   This will include serving as the primary contact for vendors, inventory management of equipment and supplies and placing orders for new and/or replacement equipment and supplies, and tracking and monitoring the equipment and supplies budget.  



	Budgeting – work in conjunction with the Director to develop the annual budget for Information Technology.  Provide input based on an analysis of previous spending trends, as well as input regarding projected equipment, supplies, and service needs to meet the business needs of the Firm in the near term and in the long term.



	Strategic Planning – work in conjunction with the Director to develop strategic plans for Information Technology to support the business needs of the Firm in the near term and in the long term.   Provide input based on an analysis of the staffing capabilities of the Team, the projected staffing needs of the Team, an analysis of the systems, hardware, and software needs of the firm, and other information gathered as a result of interactions with internal users and external vendors.



	Hardware and Software – responsible for securing the Firm’s hardware systems and the software applications.   Monitor the need to update and/or patch hardware and software changes and/or risks develop.  Research the trends and best solutions available to address changes and/or risks that have the potential to compromise the security and integrity of the Firm’s information technology.  This includes but is not limited to Windows, Linux, VM Ware, the Microsoft RDS Virtual Environment, Gold Image, and Anti-Virus Software.



	Compliance – responsible for managing and administering the systems and procedures required to ensure the Firm is in compliance with the SEC, New York State, and all internal compliance policies.   This includes but is not limited to the Email Archive System, message encryption, hardware and software restrictions for Users of internal equipment and systems, remote access and restrictions for remote use of information and the reproduction of information remotely.



	Auditing – working in conjunction with the Director and the Chief Compliance Officer, provide assistance by gathering all required logs and information required to prepare for an external and/or internal audit.  This may include providing Firewall Logs, information pertaining to JGUA Emails, etc.



	Project Management – work in collaboration with the Director on special projects as requested. As appropriate take the lead in managing identified projects, which may include coordinating and assigning work to members of the Team, as well as requesting contributions from other departments throughout the Firm.



	Staff Support – provide technical support for the Firm’s Users on- and off-hours.   Based on the nature of the support requested, the Manager may decide to work independently to solve the issues presented, in other cases, the Manager may elect to work in collaboration with the Help Desk & Back-Up Specialist or the Director to solve the issues presented.



	Systems Administration – responsible for the effective provisioning, installation, configuration, operation, and maintenance of systems hardware and software and related infrastructure.  This will include conducting technical research and systems development to enable continuing innovation within the infrastructure.  Ensure that system hardware, operating systems, and related procedures adhere to compliance requirements, security needs, organizational values, and enable staff to do their jobs effectively, from within the office as well as virtually.  

Work in conjunction with the Director to analyze needs and develop plans for replacements, upgrades, and/or changes, and as appropriate work independently to implement replacements, upgrades, and/or changes.

Identify opportunities to train and delegate special assignments and projects to the Help Desk & Back-Up Specialist to increase their knowledge and skills in Systems Administration as part of the Department’s plans to increase the Team’s capabilities and prepare for future succession into more advanced and complex roles.



	Required Qualifications:  

· Associates Degree in Computer Technology, or the equivalent in training and experience.
· 3-5 years of experience in Information Technology.

· Experience providing leadership and guidance, which may have included responsibility for a significant technical area, and/or serving as a leader of a team or group.

· Strong values and a commitment to the highest level of ethics and integrity.

· Strong interpersonal skills and effective communication skills.

· Effective writing skills and the ability to convey information to support the training and development process.

· Must be able to effectively manage projects, based on expectations and deadlines.

· Strong technical skills and the ability to work with hardware and software at an advanced level.

· Highly organized and pay close attention to detail.

· Strong Troubleshooting skills.

· Follow-up on requests for assistance, have a sense of urgency.

· A great deal of diplomacy and the ability to handle stress.

· Professionalism in all facets of the job and a commitment to providing exceptional customer service.

· Must be able to work directly with team members, other departments throughout the Firm, and external vendors and service providers.




	Preferred Qualifications: 
· Bachelor’s Degree in Computing Science or Computer Technology, or the equivalent in training and experience.
· 5-7 years of experience in Information Technology.

· Certification in Microsoft, Checkpoint, or Network Switch Technology.

· Experience as a Manager of Technology, responsible for managing a department or a significant technical area and supervising a technical staff.

· Experience developing and delivering training for technical staff and end users.

· Experience serving as a Project Manager and a demonstrated track-record of meeting the project requirements, staying within budgetary guidelines and meeting the established deadlines.

· Strong Technical Skills and the ability to work with Microsoft T-SQL, Visual Studio, and Cisco




	Equipment, Software and Materials Used:  

· Microsoft Office
· VMWare

· Hyper-V Active Directory

· MS Exchange

· Microsoft SSRS

· MS Remote Desktop Services

· Contact Management System (CRM)

· Client Accounting and Trading System

· Front End Reporting Application

· Virtual Management Software

· Terminal Server Technology

· Network Technology
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