JOB DESCRIPTION
Coachella Valley Water District
TITLE: Director of Information Systems

Date: October 2012
SECTION: Business & Technology

DEPARTMENT: Administration
REPORTING RELATIONSHIP:
Reports to: General Manager
Supervises the Following Positions: Information Systems Analyst I, Information Systems
Analyst II, Information Systems Analyst III, and Computer Programmer
DEFINITION: Under policy direction, plans, organizes, and directs the activities of the
Information Systems department in providing sophisticated, comprehensive District-wide
information technology programs and services to support the achievement of District mission
and strategies; provides expert professional assistance and guidance to District management on
technology strategy, long-term technology initiatives and investments and uses of technology to
solve operational needs and problems; and performs related duties as assigned.
DISTINGUISHING CHARACTERISTICS: This single position class is responsible for
managing and integrating comprehensive information systems, technology programs and
services for the District. Responsibilities include business systems applications, operating
systems, GIS systems, SCADA systems, VOIP telephony systems, networking and data
communications systems and a wide variety of technologies. The incumbent exercises
leadership in formulating technology strategy and establishing long-term technology direction
for the District. Assignments are broad in scope and allow for a high degree of administrative
discretion in their execution.
ESSENTIAL FUNCTIONS:
The duties listed below are intended only as illustrations of the various types of work that may be
performed. The omission of specific statements of duties does not exclude them from the
position if the work is similar, related or a logical assignment to this class.
1.

Plans, directs, coordinates, and reviews the work plan for assigned staff; assigns work
activities, projects, goals, and programs; reviews and evaluates work products, methods,
and procedures; meets with staff to identify and resolve problems.

2.

Selects, motivates, and evaluates assigned personnel; provides or coordinates staff
training; establishes performance requirements and personal development targets;
regularly monitors performance and provides coaching for performance improvement and
development; provides compensation and other rewards to recognize performance; takes
disciplinary action, up to and including termination, to address performance
deficiencies, in accordance with the District’s personnel rules, policies and labor
contract provisions.
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3.

Monitors and evaluates the efficiency and effectiveness of service delivery methods and
procedures; recommends within District policy, appropriate service and staffing levels.
Provides leadership and works to develop and retain highly competent, customer serviceoriented staff through selection, compensation, training and day-to-day management
practices that support the District’s mission, strategic plan, objectives and values.

4.

Develops and directs the implementation of goals, objectives, policies and standards for
the Information Systems department; provides professional assistance to District
management on technology, information systems, computer operations and support and
related matters; provides comprehensive computer processing and technology support
services and solves a broad range of complex computer technology-based problems;
directs the preparation of budgets for all District investments in computer hardware and
software and for computer training courses; approves the purchase of all standard
hardware and software items.

5.

Monitors industry hardware and software trends; evaluates the uses of emerging
technology in meeting long-term District business and operating strategies; directs the
study of new technology to determine its utility, consistency with department technology
standards, relevance for meeting District business and operational requirements and
expected return on investment; recommends and establishes long range technology
direction and strategies; establishes hardware and software standards for general use;
coordinates District-wide acquisition of software and hardware including development of
a long-range funding plan for maintenance and replacement of hardware.

6.

Provides and directs the delivery of internal consulting services on computer technology
issues; works with District executives and managers to evaluate current and anticipated
information systems and technology requirements and examines the feasibility of
alternative conceptual approaches to meeting such requirements; works with executives
to prioritize applications development and technology upgrade requests; recommends
approaches and action plans that will produce maximum return on District technology
investments; promotes the use of sound, effective technology.

7.

Develops and reviews reports of findings, alternatives and recommendations involving a
broad range of complex technology and information system support issues; makes
presentations to District management and others on technology projects and department
operations; monitors developments related to information technology and evaluates their
impact on District operations and programs; recommends policy and procedural
improvements.
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8.

Directs the delivery of systems development, network, computer operations and support
services to all departments, including the installation and maintenance of networks to
outside entities; directs the development, enhancement, quality assurance testing and
installation of new applications and systems upgrades and the installation,
implementation and conversion to new programs and hardware; coordinates user training
for new applications; ensures that department documentation standards are met.

9.

Directs the development and maintenance of specialized real-time SCADA systems for a
variety of District operational and support services; directs the maintenance of major
databases and various data repositories.

10.

Directs the maintenance, administration and upgrade of District data and voice
communication networks; ensures that network architectures meet department standards
and District operational requirements; directs the establishment of data standards, data
ownership and data access and security measures; directs the selection, configuration and
maintenance of network servers and other equipment.

11.

Directs operation of the District computer center; monitors to ensure established system
reliability, backup and recovery standards are met; evaluates and recommends major
hardware upgrades; directs the provision of user support services, including hardware and
software repair and maintenance, help desk services and user training.

12.

Represents the District on technical advisory committees.

13.

Prepares and reviews statistical reports and technical publications; directs the
maintenance of department files and records.

MINIMUM QUALIFICATIONS:
Knowledge of:

- Principles, practices, and techniques of information systems
management, including applications design, hardware and software
options for business, engineering and operations applications and the costbenefit of systems alternatives
- Operating principles, parameters, methods, practices and limitations of
mid-range computers, PCs, related peripheral equipment and networks.
- Principles and practices of database design and administration.
- Methods and techniques of project management as applied to computer
systems development and installation.
- Systems analysis methods and techniques.
- Methods and techniques applicable to long-range and strategic
technology planning.
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Knowledge of: (Cont.):
- District operations and functions and associated information systems and
technology issues.
- Principles and practices of public administration, including budgeting,
purchasing and maintenance of public records.
- Research methods and statistical analysis techniques.
- Organization and functions of a public board.
- Principles and practices of effective management and supervision.
- The District’s personnel rules, policies and labor contract provisions.
- Project management; organization development.
- Internal marketing.
Ability to:

- Plan, organize, integrate and manage systems development,
administration and computer operations programs and services.
- Identify information management issues and opportunities, analyze
problems and alternatives and develop sound conclusions and
recommendations
- Assess user department technology requirements, set priorities and
allocate resources to most effectively meet needs in a timely manner.
- Evaluate programs and make recommendations for improvement;
- Evaluate complex technology and strategies and make sound, prudent
recommendations that maximize return on investment.
- Understand, interpret, explain and apply District, state, and federal
policy, law, regulation and court decisions applicable to areas of
responsibility.
- Present proposals and recommendations clearly and logically in public
meetings.
- Represent the District effectively in meetings on a variety of technology
issues.
- Prepare clear, concise and comprehensive correspondence, reports,
studies and other written materials.
- Exercise sound expert independent judgment within general policy
guidelines.
- Establish and maintain effective working relationships with all levels of
District management, other governmental officials, employees, vendors
and the public.
- Exercise tact and diplomacy in dealing with sensitive, complex and
confidential issues and situations.
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Training and Experience: A typical way of obtaining the knowledge, skills and abilities outlined
above is graduation from a four-year college or university with a major in management
information systems, computer science, business administration, or a closely related field; and at
least ten years of progressively responsible information systems experience, at least five of
which were in a management capacity; or an equivalent combination of training and experience.
Experience in a governmental setting is preferred. A master’s degree in business administration
is desired but not required.
PHYSICAL REQUIREMENTS:
The physical and mental demands described here are representative of those that must be met by
employees to successfully perform the essential functions of this class. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential
functions.
Physical Demands
While performing the duties of this class, an employee is regularly required to sit; talk or
hear in person, in meetings and by telephone; use hands to finger, handle, feel or operate
standard office equipment; and reach with hands and arms. The employee is frequently
required to walk and stand.
Specific vision abilities required by this job include close vision and the ability to adjust
focus.
The employee works under typical office conditions, and the noise level is usually quiet.
Mental Demands
While performing the duties of this class, the employee is regularly required to use
written and oral communication skills; read and interpret complex data, information and
documents; analyze and solve problems; observe and interpret people and situations; use
math and mathematical reasoning; learn and apply new information or skills; perform
highly detailed work on multiple, concurrent tasks with constant interruptions; work
under intensive deadlines and interact with District management, staff officials of other
governmental agencies, vendors and the public.

