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                               Position Classification Questionnaire
Date:  05-29-2007
State Title:  Director of Computing Services (Assoc Dean)
      Department:  Information Technology
Functional Title:  Chief Information Officer
      Supervisor/Manager: Chancellor
Status:    X Exempt           ____ Nonexempt

Person Completing Questionnaire: ________________________________________________

This questionnaire collects information about jobs at University of Arkansas for Medical Sciences.  It is divided into the following 8 major sections.  
· Primary Job Purpose

· Job Role

· Key Areas of Responsibility

· Knowledge and Skills

· Decisions and Problems

· Working Relationships

· Quantitative Information 

· Other Information

Primary Job Purpose:

In two or three sentences, describe why this job exists.  What is the primary purpose of the job?

Provides strategic and operational direction for institutional information technology services including infrastructure, production, integration, analysis, development, standards and policies, technology research, and coordination with other institutional functions. 
Job Role
Check one box below that best describes the managerial responsibility for this job.  Do not just rely on the job title.  For example, a shift coordinator supervises vs. coordinate work.

 FORMCHECKBOX 
  Do not supervise others.  (May or may not be required to train, lead, or direct others in the unit.)
 FORMCHECKBOX 
  Assign and Coordinates the work of employees.  (Responsible for assigning work and providing basic    training, to a group of others, or acts as a team leader.

 FORMCHECKBOX 
   Supervises employees.  (Responsible for assigning work, providing basic training, evaluating performance, and carrying out other responsibilities as assigned by the manager.)

 FORMCHECKBOX 
   Manage a function that does not include the supervision of employees.  (Responsible for overseeing a particular function or department.)

 FORMCHECKBOX 
    Manage employees (Responsible for managing others which includes hiring, planning, scheduling work, evaluating performance, carrying out disciplinary actions, and possibly overseeing a unit budget.)

 FORMCHECKBOX 
     Manages a department/division and employees (Includes the responsibility and accountability for the end results of a department/division budget.)
Key areas of Responsibility

Most jobs have many tasks they perform.  These tasks can typically be grouped into key areas of responsibility (KAR).  For example, a supervisor may have to hire, train, and monitor performance of subordinate employees.  These are all tasks.  They can all be grouped into one key area of responsibility related to staffing.
In the space provided, please describe four to eight key areas of responsibility.  For example, Ensure accounts payable department is appropriately staffed to meet work demands by hiring, training and assessing performance of employees.
For each key area of responsibility, indicate the approximate percentage of time spent during a normal week.

KAR: Technology Assessment



% of Time:  10
Identifies changes and trends in computer and systems technology and interprets their meaning to campus management, 
KAR:  Business & Strategic Planning


% of Time:  10
Participates in overall business planning bringing a current knowledge and future vision of technology and systems as related to UAMS’ competitive position.   Determines long-term institution-wide information needs and develops overall strategy for resource needs, systems development and hardware acquisition, and integration including mainframe, mini, macro, and client/server computing applications. 
KAR:  IT Leadership/Mentoring/Management

% of Time:  30
Identifies and recruits appropriate resources for IT positions, leading, mentoring and managing to develop each individuals skills for better meeting the IT needs of the organization.  Using healthcare IT expertise and creativity, encourages each IT professional to accomplish more to meet the needs of the organization.
KAR: IT Security





% of Time:  10
Acts to assure integrity of institution data, proprietary information, and related intellectual property through information security and access management.
KAR:  Coordination




% of Time:  30
Acts as highest interface with technical and non-technical user functions in determining overall information systems needs.  Creates, leads and/or supports standing IT governance committees, project committees and adhoc committees. Maintains relationships with key stakeholders throughout all levels of the organization. 
KAR:  Financial Management



% of Time:  10
Provides direction and oversight for all IT financial, accounting and asset management activities to ensure regulatory and policy compliance and adherence to budgets and management best practices.  

Responsible for  all IT operating and project accounts (totaling in excess of $52 million in FY 2007).    
Knowledge and Skills
Please identify what a person needs to know and be skilled at in order to perform this job at a satisfactory level.  Please remember to include knowledge and skills required of the job, not people in the job.  For each knowledge and skill, indicate why the person needs it.  For example, a manager would need to have a working knowledge of UAMS’ personnel policies and procedures in order to hire employees, evaluate performance and administer the salary administration program.

Baccalaureate Degree, in Business, Computing or equivalent and Masters degree in IT or Business Administration and 7 yrs work experience in healthcare IT, with a minimum of 5 years in leadership positions.  Academic medical center experience is highly desirable. 

Are there any special physical requirements associated with this job?  For example: ability to withstand extreme heat or cold, lifting moderately heavy items, or prolonged standing.

Essential physical requirements are eyesight, hearing, driving, speaking and repetitious movement.  Equipment Used in Position PC – 100%

Decisions & Problems
Describe below the typical job related problems faced by someone in this role and the decisions

The individual has to make.  Please select normal routine issues, not one time examples of problems.

Describe what the person does to resolve the problem and decide on a course of action.  For example, a supervisor may have an employee performance problem.  He/She may coach the employee and work with Human Resources to develop a corrective course of action.  If this does not resolve the problem, the supervisor then makes a recommendation to the department manager, who decides whether to reassign the employee.
Please describe two or three typical problems and decisions faced by this position.

Provides executive level leadership/management of all IT activities, resources and infrastructure; implementation and maintenance of all clinical, research and administrative mission critical applications; data, system and infrastructure security; IT disaster recovery and IT business continuity planning, and any issues arising from those activities.  Typical issues are communication, coordination of resources and efforts and appropriate planning to ensure reliability and access. 
Provides IT vision and creativity, planning, communication and coordination function across UAMS, enabling solutions while effectively utilizing scarce resources.  Maintains key relationships with external vendors and internal customers, maintaining an IT-wide customer-service focus and dealing regularly with escalated customer-service issues that can be as simple as obtaining loaner laptops or as complex as negotiating multi-million dollar discounts on vendor software/hardware contracts.
Highest point of escalation, communication and approval for all IT budget, personnel, and technology issues – plans, contracts, negotiations, budgets and project timelines, priorities, or resource issues.  Typical decision process includes identification of needs and creative allocation of scarce resources to best meet the needs.  
Working Relationships
Please describe the people or jobs with which this position has regular contact.  Exclude other employees in immediate department and the job’s immediate manager.  Include people in other departments as well as people outside of UAMS.  Also describe the nature of the interactions.  For example, a position may exchange routine information with human resources, provide detailed information on technology need to system support staff and negotiate contracts with outside vendors.

Please list these working relationships in the space provided.

Interacts daily with IT Directors and project personnel, UAMS senior and mid-level management, UAMS faculty,  UAMS project resources, State IT management and vendors.  Interactions include routine information updates, coordination discussions, technical expertise, and creative problem solving expertise.  With vendors, excellent negotiating skills are imperative to achieve long-term favorable contracts and short-term discounted pricing. 
Direct: Directly manages 11 IT Unit Directors and 1 Executive Assistant, providing industry expertise, motivation, inspiration, empowerment, and guidance.  Highest point of escalation for problems within IT.

Indirect: Provides leadership for standing and ad hoc IT Committees and campus-wide IT initiatives.  Interactions include routine information updates, coordination and planning, technical expertise, and creative problem solving expertise.
Quantitative Information
Please list below any numerical information about the job that helps describe the scope of responsibility.  For example, numbers of people managed, operating budget, number of customers/departments supported, and number of patients supported.
All UAMS staff, faculty and students are supported (approximately 13,000) with an IT staff of 197.  Responsible for allocation and use of resources from general appropriations, earned income and institutional reserves.  
FY 2007 total operating budget was $18 million. Project/capital budgets were an additional $34 million.   
Other Information
Please add any additional information about this job that you believe is critical to understanding the position.

This position requires:

1. Vision, strategic planning, relationship management, creativity, and determination.

2. Ability to meet competing deadlines and manage complex projects both individually and through others.

3. Strong verbal and written communication skills coupled with the ability to independently determine critical information and present it appropriately for the target audience. 

4. Strong interpersonal skills applied across a diverse population of professionals.
5. Strong negotiation skills to achieve long-term favorable contracts and discounted pricing.
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