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CITY OF MARTINEZ




          CITY COUNCIL AGENDA











    November 3, 2010
TO:
Mayor and City Council

FROM:
Phillip Vince, City Manager
SUBJECT:
Establish New Job Classification and Salary Range for Information 
Technology Administrator


DATE:
October 25, 2010

RECOMMENDATION

Adopt resolution establishing a new job classification and salary range for Information Technology Administrator.

BACKGROUND:
The current classification plan does not provide career growth and promotional opportunities in the area of information technology.  There exists only a single classification in Information Technology that does not take into account expansion of job duties and increased responsibilities as the organization continues to strive towards increasing its effectiveness with fewer staff resources.  The current classification of Information System Specialist would generally be considered more “entry level” and should be retained in the City’s classification plan even with the addition of the Information Technology Administrator.

ANALYSIS

The current classification plan includes a single classification for IT services for the entire City organization:  Information Systems Specialist.  An Information Technology Administrator job description has been developed that reflects the increasing needs of the organization to fulfill its job functions using technology as a major tool.  The new classification identifies key functions that support and maintain the City’s systems and equipment, including dispatch, system security, the City’s website, recording and webstreaming City Council meetings, document management system, and “troubleshooting” IT problems in all City departments.  Another key function is assuming a lead role on projects that cross department lines and managing contracts with outside vendors and consultants, such as the permit system for development  The incumbent in this position will also interface with IT counterparts in other cities within Contra Costa County. The Civil Service Commission approved the job specifications for the Information Technology Administrator on June 29, 2010.

12
An annual salary range of $87,206 - $109,880 is recommended for the Information Technology Administrator.  There wasn’t an exact match in reviewing IT classifications and staffing in other agencies. The proposed salary range was derived by applying complexity and range of duties with positions in other agencies and also applying these same criteria to other City classifications in order maintain internal integrity.  As a point of reference, the annual salary for the Information Systems Specialist is $72,672 - $90,912. 
FISCAL IMPACT:
The operating budget for FY 2010-11 does not include funding for the new classification.  Approving this new classification and salary range is a major step towards fostering professional development and employee retention.  It will be implemented when financial resources make it possible.  
ACTION:
Motion to adopt resolution establishing a new job classification and salary range for Information Technology Administrator.

Attachments
1) Resolution

2) Job Description--Information Technology Administrator
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APPROVED BY:        City Manager

RESOLUTION NO. -10  

ESTABLISHNG JOB CLASSIFICATION AND SALARY RANGE FOR  

INFORMATION TECHNOLOGY ADMINISTRATOR

WHEREAS, the City has a need to foster professional development and to provide incentives for retention of its workforce; and

WHEREAS, the City wishes to establish an Information Technology Administrator job classification and position description as recommended by the Civil Service Commission at its June 29, 2010 meeting; and

WHEREAS, the recommended annual salary range for the position based on market and internal comparative salary data is:

   Information Technology Administrator $87,206 - $109,880

NOW, THEREFORE, BE IT RESOLVED that the City Council of the City of Martinez establishes the classification of Information Technology Administrator and establishes a salary range for the classification.

* * * * * *
I HEREBY CERTIFY that the foregoing is a true and correct copy of a resolution duly adopted by the City Council of the City of Martinez at a Regular Meeting of said Council held on the 17th day of November, 2010, by the following vote:

AYES:

NOES:

ABSENT:







RICHARD G. HERNANDEZ, CITY CLERK







CITY OF MARTINEZ
INFORMATION TECHNOLOGY 
ADMINISTRATOR

Definition

Under general direction of the Assistant City Manager, the position serves as the City’s technical expert and is responsible to maintain information systems and equipment for all City departments.  These duties include public safety, telecommunications, email, voicemail, cell phones, internet access and document management.  Provides customer support services to resolve computer, audio visual, and other equipment problems.  Develops plans, in conjunction with departments, for upgrade and replacement of equipment, software, and enhancement of systems.  Works with consultants and vendors for upgrade of systems and computer equipment.  Responsible for system security, disaster recovery, and maintenance of confidentiality of data and information.

Distinguishing Characteristics

This position has key responsibility for providing overall services to all City departments, including installing, supporting, maintaining and enhancing computer hardware, software applications, data communications, phone, e-mail, internet access and the City’s website.  Responsible for ensuring recording and webstreaming of City Council meetings, designing and maintaining the City’s website.  The position assumes lead role in working interdepartmentally on cross functional systems.  Identifies outside contractors and manages their services as needed.

Examples of Duties:

Duties may include, but are not limited to the following:

· Works with outside agencies to configure, update and troubleshoot public safety systems, such as public safety dispatch and patrol cars.
· Serves as system administrator for City’s financial system, public safety system, email, and document management system.
· Manages contracts for outside vendors for computer hardware, software, audio visual equipment and copiers.
· Maintains system security, including virus protection on all routers, firewalls, servers and workstations, including virus protection and spam filtering.
· Maintains disaster recovery system for City’s financial/HR system and public safety; provides programming modifications as needed.
· Provides day-to-day troubleshooting services to all City departments.
· Maintains workstations in locations as identified by City departments.
· Develops city-wide replacement plan for hardware and software.
· Responsible for creating and monitoring budgets for information technology.
Minimum Qualifications

Requires any combination of education and experience that would likely provide the required knowledge, skills, and abilities.  A typical way to obtain the knowledge, skills and abilities would be:

Education:  Completion of an Associate of Arts degree in information technology or related field.  Completion of an accredited computer training school will be considered in lieu of an Associate of Arts degree.  IT professional certifications, such as MCP or MCSE  desirable.

Experience:  5 years of responsible computer system and network support, operation, installation and maintenance of computer and network systems and operations.

Knowledge of:

· Installation, configuration, diagnosis, testing, maintenance and operation of workstations, network servers, and operating systems.
· Webpage development.
· Principles of computer systems design, operation and control.
· Windows operating systems.
· Methods of computer hardware and software evaluation and implementation.
Ability to:

· Analyze IT needs and develop new or modifications to applications to meet needs.

· Analyze hardware and software acquisitions requirements; evaluate available alternatives, and identify fiscal impacts and recommend cost effective solutions.

· Troubleshoot, analyze and resolve computer and network hardware and software problems.
· Install and maintain computer and networking systems.
· Use appropriate tools to test equipment and diagnose problems.
· Set priorities, organize work load, work independently and meet deadlines.
· Establish effective working relationships with departments and outside consultants and vendors.
· Communicate effectively orally and in writing
· Convey technical concepts to non-technical users.
· Maintain confidentiality of information.
License Requirement:  Class “C” California Drivers’ License.
