HELIX WATER DISTRICT

October 14, 2010
INFORMATION AND PROCESS SYSTEMS SUPERVISOR

JOB SUMMARY

Information and Process Systems Supervisor is an exempt supervisory class. Under general direction, supervises, coordinates and participates in providing information systems and technology support for the achievement of District mission and objectives; administers and maintains operating stability and efficiency of the District’s instrumentation and process control systems and network systems and infrastructure; oversees the work of consultants and vendors; coordinates hardware and software development, enhancement, procurement and installation; and performs related duties as assigned.

DUTIES AND RESPONSIBILITIES

Duties include but are not limited to the following:

1. Plans, organizes, supervises, integrates and monitors the work of the information systems, instrumentation, process control systems and electrical area; implements and monitors long-term plans, goals and objectives to achieve District and department priorities; develops and monitors performance against the department’s annual budget; manages and directs the development, implementation and evaluation of plans, policies, systems and procedures applicable to department responsibilities.

2. Plans and evaluates the performance of assigned staff; establishes performance requirements and personal development targets; regularly monitors performance and provides coaching for performance improvement and development; recommends merit increases and other rewards to recognize performance; recommends disciplinary action, up to and including termination, to address performance deficiencies, in accordance with the District’s personnel policies and MOU provisions.

3. Performs systems administration for the District’s information system, instrumentation and process control systems, including administering system-level security procedures and protocols; establishes and maintains user and other authorization files; installs, upgrades, customizes, tests, maintains and supports operating system and subsystem software in test and production environments; configures and integrates operating software, hardware and devices across platforms; monitors system performance; troubleshoots and installs program fixes; supervises system operations, backup and recovery processes.

4. Supports network administration functions for the District’s lan/wan, including the maintenance of network functionality and the installation, upgrade, configuration, integration and troubleshooting of network control and management system software and network devices.

5. Plans, coordinates and oversees completion of the work of outside contractors, consultants and vendors to ensure contract requirements and project plans are met; coordinates and oversees the work of programmers performing applications development, installation and/or maintenance projects; participates in the installation and testing of program enhancements and software packages.

6. Monitors trends and developments in computing, networking and multi-platform communication technologies; evaluates new operating system and/or network software, hardware, methods and techniques to improve systems/network reliability and performance; plans and coordinates migration to new technologies.

7. Evaluates and recommends the selection and purchase of hardware and software; participates in the development of District standards and policies for hardware and software; administers hardware and software procurement.

8. May perform the duties of a Plant Operator I/II, T-2, up to and including operation of the plant under the supervision of a Plant Operator I/II, T-3.

DESIRED MINIMUM QUALIFICATIONS

Knowledge of:
1. Principles, methods and techniques in the design and operation of information systems for SCADA and data collection system computers and platforms equivalent to those used by the District.

2. Principles, practices and methods of systems administration and maintenance, including systems troubleshooting principles and practices.

3. Advance-level practices, theories, methods, techniques, tools and equipment used in the design, installation, testing, calibration, maintenance and repair of electronic, instrumentation and control, process control, supervisory control, telemetry and telecommunication equipment and devices common to a large waterworks system.

4. Advanced-level PLC ladder logic programming, telemetry, RTU configuration, diagnosis and support.

5. Network architectures, theory and principles of design, integration and administration, including topologies and protocols. 

6. Principles and practices of systems analysis and design.

7. Computer programming principles, techniques and procedures for business and technical system applications; standard programming languages and utilities similar to those used by the District.

8. Project planning, prioritizing and scheduling techniques. 

9. Principles and practices of effective supervision.

10. District personnel policies and MOU provisions.

Ability to:
1. Plan, organize and supervise a comprehensive treatment and systems information services program to meet District business and operating objectives, including developing long-range technology goals.

2. Test, diagnose, calibrate and repair a wide variety of electrical and electronic instrumentation devices, motors and motor control systems, machinery and equipment common to the waterworks field.

3. Test, diagnose, troubleshoot and repair computers, networks and operating systems.

4. Manage the operations of an instrumentation control system and inter-operating LAN/WAN infrastructure to achieve optimal technical performance and user support.

5. Understand, analyze and define user requirements and recommend cost effective systems solutions.

6. Analyze complex problems, evaluate alternatives and make sound independent decisions within established guidelines.

7. Communicate effectively, orally and in writing.

8. Work collaboratively and effectively with project teams including user representatives and outside resources and others encountered in the course of work.

Training and Experience:

Training and experience substantially equivalent to graduation from a four-year college or university with a major in computer science, management information systems or a closely related field; and five years of progressively responsible experience in systems, instrumentation and process control and/or network analysis, design and administration.

Licenses; Certificates; Special Requirements:

A valid Class C California driver’s license and the ability to maintain insurability under the District Vehicle Insurance policy.

Possession of or ability to obtain valid CPR/AED and First Aid certification within six months and maintain valid certification thereafter.

A California Department of Public Health Water Distribution Operator Certificate, Grade D2 or Water Treatment Operator Certificate, Grade T2 or ability to obtain within two years.
PHYSICAL AND MENTAL DEMANDS AND WORK ENVIRONMENT

The physical and mental demands and the work environment characteristics described here are repre-sentative of those required for the performance of job duties.

Physical Demands:

While performing the duties of this class, the employee is regularly required to sit; talk or hear, in person, in meetings and by telephone; use hands repetitively to finger, handle, feel or operate computers and other standard office equipment; and reach with hands and arms. The employee is frequently required to stand and walk and lift up to 25 pounds.

Specific vision abilities required by this job include close vision and the ability to adjust focus, depth perception and color vision.

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 and constantly changing deadlines and interact with those encountered in the course of work, some of whom may be demanding, dissatisfied, upset and/or abusive.

Work Environment:

While performing the duties of the job, the employee occasionally works in outside whether conditions, near moving mechanical parts, and on slippery and uneven surfaces.  The employee is frequently exposed to wet or humid conditions, fumes or airborne particles, toxic or caustic chemicals, and risk of electrical shock.

The noise level in the work environment is occasionally loud.

GM Approval:  ____________________
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