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TOWN OF ACTON
SUMMARY:
Acts as Chief Technology Officer (CTO) in the administration of all Town-owned

technology equipment. The employee provides support in all phases of office organization and

administration, public assistance, committee and community support, overall management in the absence of

the CIO.  
SUPERVISORY RESPONSIBILITY:  Information Technology Technician(s), Network and Systems Analyst(s)

DISTINGUISHING CHARACTERISTICS OF POSITION:
Supervisory controls: Supervisor provides assignments, indicating generally what is to be done, setting


priorities and deadlines.  Additional instructions are provided for new, difficult, or unusual



assignments.  Initiative is required to carry out recurring assignments independently, referring deviations, problems, and unfamiliar situations to supervisor for assistance.  Employee frequently required to work independently.

Guidelines: Specific, detailed guidelines covering most aspects of the assignment are provided. Employee adheres to the guidelines, Town of Acton Personnel Administration Plan and major deviations must be authorized by supervisor.
Complexity: Work consists of duties that involve simple to complex-related steps and processes. 


Employee must recognize differences among a few easily recognizable situations and make


decisions based on various choices.  Complexity of work is more often on the complex side versus


simple tasks.

Scope and Effect:  Work requires the assessment of a variety of conditions and situations, formulating solutions, making judgments, and evaluating the effectiveness and quality of the completed project. Errors in judgment could seriously affect the accuracy, reliability, and acceptability of department operations and services, damage to the computer systems of the Town, poor public relation outcomes and significant legal repercussions.

Personal Contacts/Purpose of Contacts:  Contacts are with other employees within the department and in other Town departments. At times, works with the general public, IT consultants and representatives of state agencies.  Communication in person, by telephone and via standard written communication (i.e. e-mail).  Involves discussing simple to highly complex technical information as well as administrative information.

Physical Demands/Work Environment: Work is primarily sedentary, but includes some standing and walking over various surfaces. May operate an automobile/light truck and hand tools. Work is performed under office conditions using computer, telephone and standard office machines.  Environment may involve moderate risks or discomforts which require normal safety precautions (i.e. high voltage).

KNOWLEDGE, SKILL AND ABILITY:
 
Knowledge - Knowledge of statutes, bylaws, regulations, policies and procedures relevant to Information Technology

Skill -          
Strong interpersonal skills.  

Ability -
Ability to recognize town-wide priorities and work cooperatively to support their accomplishments.  Ability to work effectively with a diverse range of citizens and town citizen committees.  Ability to read, understand, interpret and apply town and state and federal laws, regulations, policies and standards related to Information Technology.  Ability to read and interpret technical papers.  Ability to identify and analyze issues and develop appropriate recommendations.  Ability to communicate effectively and efficiently verbally and in writing.  Ability to work effectively under time constraints to meet deadlines.

MINIMUM ENTRANCE REQUIREMENTS:  Bachelors degree in computer science or related field


plus five (5) years of work experience in the Information Technology field of which one (1) must be in a supervisory capacity; or, any combination of education and experience.  

PREFERRED REQUIREMENTS:  Municipal experience; Radio system (RF) infrastructure and operation.

SPECIAL REQUIREMENTS:  Weeknight and weekend occasionally required.
DETAILED JOB DUTIES:
1) Provides daily technology services to over twenty Town departments.
2) With ATM/CIO, determines and provides means of information exchange between staff, board and committee members and citizens.

3) Provides desktop system management support to Town offices (i.e. Microsoft Windows, Microsoft Office).
4) Gives direction to IT staff in the maintenance and support of ancillary Town equipment such as copier machines, Facsimile machines, desktop printers and specialized equipment.
5) Participates in the review and approval process of consultants hired by the IT department; contributes to and ensures timely completion of contract responsibilities.
6) Assists in the development of department policies and procedures.
7) Maintains and manages the Town’s technology infrastructure (e.g. networks, servers, public safety radio, etc).
8) Attends meetings, with or on behalf of the ATM/CIO, and acts a liaison between staff, board and committee members and citizens regarding the discussions and outcomes of such meetings.
9) Conducts research and analysis of new technological advancements for the enhancement of Town departments and makes recommendations on the purchase of such software/hardware.
10) Assists in the preparation and maintenance of reports, maps, records and files in support of department operations.
11) Performs related work as required.
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