PLEASE POST -amended









#2025-124
JOB OPENING

TITLE:


Assistant Director of Information Technology and Records Management 



(Provisional/Permanent)

DEPARTMENT:

Information Technology and Records Management 
SALARY:

TBD
SHIFT:


Monday – Friday 8:00 – 3:30 PM 
*Incumbent is subject to be on call. 
DATE:


December 23, 2025 
DISTINGUISHING FEATURES OF THE CLASS

The Assistant Director of Information Technology and Records Management assists the Director of Information Technology and Records Management managing information technology (IT) staff. This position assists the Director in the management of IT functions and systems operations as well as delivery of IT services to multiple department end-users.  Work is performed under the direct supervision of the Director.  As the second person in charge of the Town’s Technology Department, this position is accountable for the delivery of effective and efficient IT service management.  The work involves responsibility for establishing, evaluating, and maintaining information and communications systems for a large municipality, which includes a large Police Department.  The Assistant Director of Information Technology also works collaboratively with the Director to install, maintain, and support computer systems and communications networks; ensuring systems and networks operate optimally to provide maximum performance and availability to end users.  The Assistant helps to plan and manage large complex Town wide and multi-departmental IT environment initiatives, which includes public safety and cybersecurity initiatives.  Important to this title is the ability to be able to assist the Director in a confidential capacity when completing confidential records request, records retrieval, access permissions, and will be responsible for accessibility and retrieval of confidential information.  Does related work as required.  Supervision is exercised over a number of lower level unionized administrative and technical personnel.  Nights and weekend work activities will be required; unscheduled or urgent support outside of business hours should be expected. 
TYPICAL WORK ACTIVITIES

Helps to plan and manage large complex IT environments; Town wide and multi-department initiatives include public safety and cybersecurity.  Work includes analysis, development, implementation, quality assurance, maintenance, and enhancement of various IT initiatives (applications, networks, architectures, infrastructure, operation, and telecommunication) across multiple platforms;

Assist the Director in the preparation of detailed work plans for staff resources and monitors work plans for progress, adjust resource allocations, and prioritizes as necessary; ensure that appropriate resources are available to complete IT projects;
Assists in the planning and management of large complex Town wide and multi-departmental IT environment initiatives which includes public safety and cybersecurity initiatives;

Provides project management for large enterprise-wide information systems;

Assists the Director in implementing strategies for system security and disaster recovery to maintain continuity of business operations;

Assists the Director by overseeing the implementation of various IT systems ensuring compliance with standards, accessibility, audit requirements, legal requirements, etc.;
Monitors the status of all ongoing projects and resolves any technical issues, problems, or conflicts that may arise;

Works collaboratively with departments to coordinate systems, provide performance management, system planning, system implementation, and ensures the success of systems integration;

Acts on behalf of the Director of Information Technology and Records Management in her absence as directed;

Aids in confidential records and technology requests;

Aids in access and permissions for all systems including public safety systems;

Assist Director in the management of the Town’s Technology Disaster Recovery Plan;
Assists the Director in developing annual budgets which include short- and long-term planning;
Assists the Director in managing vendor contracts;

Supervises, evaluates, and designates help desk tickets to lower-level staff and oversees help desk operations;

Help to identify training and professional development opportunities for staff to support skill development;

Oversee the inventory and reconciliation of all newly procured technology materials;

Oversee the maintenance of end-user device equipment;

Evaluates emerging end-user technologies and makes recommendations of new technologies to Director;

Works in close collaboration with the Director in providing leadership, direction, and guidance to staff and managing operational activities;
Keeps abreast of industry information and trends related to information technology systems; attends and participates in continuing professional education courses and programs.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL CHARACTERISTICS

Thorough knowledge of Microsoft products and various operating systems, security access, operations security, and database services; thorough knowledge and understanding of enterprise, network, endpoint systems, application, data protection, and security risks; thorough knowledge of information technology operations specific to end-user device support, field services, and technical support; thorough knowledge of systems administration; thorough knowledge of the principles, practices, techniques and equipment associated with information technology service management; working knowledge of municipal/public technology structure as related to public safety and disaster recovery systems; working knowledge of Disaster Recovery Planning; strong information technology analytical skills; ability to manage a fleet of information technology equipment; ability to research and understand trends in information technology management; ability to comprehend, interpret and incorporate government needs and requirements in information technology operations; ability to interpret and apply technical information; ability to develop solutions to complex problems in a creative and logical manner; ability to supervise and train lower-level employees; ability to communicate effectively, both orally and in writing; ability to establish and maintain effective working relationships; ability to understand, review, and process technical contracts and specifications and all related requirements; ability to be able to work in a challenging environment; ability to work independently and with a high degree of professionalism; ability to analyze data; ability to prioritize and delegate tasks; sound professional judgment; solid project management skills; capable of performing the essential functions of the position with or without reasonable accommodation; strong organizational skills a must.  
SPECIAL REQUIREMENTS:

Applicants shall be subject to a suitability background check investigation, including FBI fingerprinting, local law enforcement check, and verification check of citizenship/residency.  A criminal record does not necessarily disqualify applicants from employment, rather an individualized determination will be made.

All potential employees for this position will be requested to sign a confidentiality agreement prior to being advised that they will be hired.  Refusal to sign will be cause for an automatic non-selection
MINIMUM QUALIFICATIONS

A) Possession of a bachelor’s degree* in computer science, information systems, public administration or business administration with an IT focus, or related field, with two years of progressively responsible experience which includes advanced network systems along with two years’ experience in Supervision; or:
B) Sixty (60) semester credit hours and four (4) years of progressively responsible experience in network systems which includes two years’ experience in Supervision; or:

C) An equivalent combination of training and experience as defined by the limits of (A) and (B).

NOTE 1: *Your degree must have been awarded by a college or university accredited by a regional, national, or specialized agency recognized as an accrediting agency by the U.S Department of Educational/U.S. Secretary of Education.  If your degree was awarded by an educational institution outside the United States and its territories, you must provide independent verification of equivalency.  A list of acceptable companies who provide this service can be found on the Internet at http://www.cs.ny.gov/jobseeker/degrees.cfm.  You must pay the required evaluation fee.
