[image: image1.png]TRENTE®

UNIVERSITY



Department of Human Resources

Exempt Job Description

Job Title:

Manager, Information Systems


Job Number:

X-187





Band:

8
NOC:

0213


Department:

Information Technology



Supervisor Title:

Associate Vice President, IT

Last Reviewed:

November 12, 2019



Job Purpose

Responsible for working collaboratively with members of the IT team and the university community to come up with creative solutions to information system opportunities and challenges.  Additionally, directs, manages and controls the development of cost-effective, technically efficient new application systems and/or enhancements to existing systems which meet the needs of and support the institution.  This position is the prime liaison with the user community with respect to information systems.

Key Activities
Tasks may include but are not limited to the following: 

1. Supervise a team of Analyst/Programmers working on administrative and academic computer applications, principally the Enterprise Resource Planning (ERP) system, Colleague, from Ellucian.
2. Oversee the development, design, and implementation of new applications and changes to existing information systems and software packages. 

3. Oversee ongoing improvements and the feasibility of system enhancements. 

4. Establish a feedback loop between IT and other departments.  This can be in the form of regularly established meetings for information collection, problem resolution and follow-up, and general education. 
5. Establish Development and Software Acquisition procedures.
6. Integrate systems and facilitate data availability between systems.
7. Work with the user community to set priorities and deploy resources appropriately.
8. Facilitate the information and data integrity of the university and its departments. 

9. Work with the ISO to ensure the security of the school’s information systems. 
10. Work with the infrastructure and client services staff and management in the delivery of Information Technology solution for Trent.  
11. Contribute to overall I.T. planning, financial management, budgeting and strategic plan.
12. Establish relationships with key vendors and other university counterparts as necessary to further the objectives of Trent
13. Recruit, hire, fire, discipline and supervise information systems staff
14. Other duties and projects as assigned.

Analytical Reasoning
Analysis is required for developing systems-based solutions to problems and opportunities.  This requires gathering all the relevant information, identifying the underlying issues, researching causes, determining areas of impact, and recognizing symptoms that indicate more significant problems.  Need to organize and prioritize problems based on effort required, resources and impact.  Issues range from small requiring minutes or hours to solve, to very complex requiring weeks or months.   All solutions need to be weighed against all costs and benefits.  Simple problems are solved using existing processes, documentation and routines. Complex problems require research, prototyping and testing.   Complex problems require a reasonably high level of skill in creativity and systems design. 

Decision Making

Decision making relates to application systems support and setting priorities; decisions include deciding the approach needed to solve a problem; the priority order of issues to be worked on; and determining the amount of resources to allocate to an issue or problem.  Decisions require some planning as issues and problems at this level are not routine.  Routine decisions are handled by I.S. staff based on established procedures. 
In addition, decision making relates to the development of new software and the procurement and possible integration of existing software.  
Impact

The consequence of errors will impact the ability of administrative departments to perform functions in processing student requests and data; impact students in causing delays to registration;  impact student enrolment if application information delayed; impact government funding if enrolment incorrectly reported to ministry; impact management decisions if data and reports affected; impact to efficiency of administrative departments as they rely on systems to perform their duties in a timely manner.  In generally errors can cause serious delays to the delivery of student services and could affect the reputation of the university in relation to the delivery of those services.

Education Required

A University degree (4 years) in Business Administration, Computer Science or related area from a recognized university with Canadian accreditation.
Experience Required

1. Five years of directly- related experience, three of which are progressively responsible experience designing and managing systems and services.

2. At least 2 years of experience in a supervisory position overseeing professional computing staff, preferably in an information systems capacity
3. Experience in working with a variety of information or educational technology systems and methods in higher education.
4. Desired experience developing a team, recruiting, developing others, and performance management

5. Demonstrated experience managing project(s) to completion in time and on budget

6. Proven experience in the coordination of various tasks under tight deadlines

7. Administrative and communication skills. 

8. Ability to manage people.

Responsibility for the Work of Others

Direct Responsibility for the Work of Others: 

· Systems Administrators/Programmer Analysts

Position is fully responsible for supervision of Information Systems Staff.  Their work covers supporting existing ERP and ERP related systems, as well as developing and implementing new solutions.   Their work covers support for most administrative departments and includes a broad range of functions and tasks.   This requires that both the reports and the manager have a good understanding of a wide range of procedures and processes.

Indirect Responsibility for the Work of Others: 

Required to provide direction to administrative staff during the development and implementation of automated processes.  Typically involves giving guidance on steps and task to be performed in the use of the system(s).
Communication

Internal:
· Communication is required to all levels of administrative staff, from Director Level to Clerical.

· Will communicate with Director and Manager level staff to identify issues, then develop and prioritize solutions.  Required to summarize issues, report progress and make recommendations on solutions.

· Will communicate with clerical staff to help implement solutions and provide support.  Will communicate with lead staff in each functional area on day to day issues.  Will also communicate regularly with staff that have been assigned systems project responsibility.

External:

· Communicates on a regular basis with ERP software vendor (Ellucian); review issues; investigate solutions; monitor future direction; track costs and budgets related to vendor; review new features, systems and modules.

· Communicate with other application software vendors; to review ERP integration and to review and support RFP requirements.  

· Network with other IT professionals

Motor/ Sensory Skills

· Computer Skills.  Efficient use of standard computer interfaces (keyboard and mouse).    Job requires a high level of proficiency to complete required workload.

· Constant interruptions from phone, email, instant messenger, and walk up.   

Effort

Mental:
· Job constantly requires managing and working on multiple projects of varying degrees of complexity and number of tasks.  Switching between projects is difficult and requires effort to manage.  

· There is additional mental challenge with constant interruptions for issues requiring immediate attention.  This means stopping and starting work on longer term projects throughout the day.

Physical:
· Required to spend long hours sitting and using computer, which can cause muscle strain. 

Working Conditions
Physical:
· Long periods of time at a computer
Psychological:
· The job requires constantly working on time sensitive projects with deadlines.   

· Deals with a very stressful environment as many of the clients are frustrated and require immediate services.   Almost all administrative jobs require working on a computer most of the day.   Frustrations with computer systems is often transferred to those responsible for supporting the systems.
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