SANTA CLARA COUNTY OFFICE OF EDUCATION

CLASS TITLE: SUPERVISOR - APPLICATIONS SUPPORT
BASIC FUNCTION:

Under the direction of the Director HI-Technology Programs and Instructional Support, organize
and direct the activities and operations of the applications support team; resolve complex
application business issues; develop, implement, plan and provide customer support and training;
train and evaluate the performance of assigned personnel

REPRESENTATIVE DUTIES

ESSENTIAL DUTIES ;
Organize and direct the aetwities and operations of the applications support team; participate.in* =
the development and ‘implementation of :departmental policies:and- procedures; allocate staff:: -
resources for development and support of automated business-services; evaluate, recommend-and’.-
implement integrated business. systems mcludmg software, applicatmns programs and funct;onal
enhancements : ii Ty T e

SETEN y-()versee the 1mp1ementat1on and enhancement of orgamza‘aonal Wlde mformatlon systems* o
. resolve: complex: application -busimess: -issues; provide technical: expertise related-toi research; _
-analysis, enhancement and testmg of* major busmess systems to assure proper operat1on and wser: e
- satlsfactlon S Stnciion

Develop, implemeht plan and provide -customer support and training; establish*policies and : - -

L ‘-systems to:measure user: sat1sfact1on W1th products services, trammg and support TR S T

-+ Manage cross - fu:ncuonal pmJects manage ‘Tesource Workload management across: multxple
P concurrentprOJects R UL - e BT

: Establlsh and maintain workmg relat1onsh1ps w1th customers meet w1th md1v1dual dlstrlcts 100 RREESEETERE
- :discuss current goals and create 1mprovement plans T CoE :

'--Tram and evaluate the- perfonnanoe of assxgned staff nterview and select. employees and:
recommend transfers, reassignment, termination and disciplinary actions.

Prepare and maintain a variety of reports, records and files related to personnel and assigned
activities.

Assure MIS programming and documentation standards are current and adhered to by
applications support and programming staff,

Provide technical information and assistance to the Director regarding assigned functions.

Communicate with administrators, personnel and outside organizations to coordinate activities,
resolve 1ssues and conflicts and exchange information.
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+ procedures. to ‘assure effective: training  programs: for. customers;:‘develop: custoraer - feedback .+ = .



. ABILITYTO:.

-+ Resolve complex application business issues:

1 Train and-evaluate:the performance of assigned staff, -
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Operate a computer and assigned software programs; operate other office and media equipment
as assigned.

Attend a variety of meetings as assigned; participate on assigned committees and councils.
Assist in budget development and monitor budget allocations and related requests.

OTHER DUTIES:
Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:
*Centralized and client computing.

Database administration. ~ e L e
Oral and written communication skills. - - : -
Budget preparation and control. PR RS

Principles and practices of supervision and trammg

Applicable laws, codes, regulations, policies and procedures.
- Interpersonal:skills using tact, patience:andcourtesyi: 2
u:Operation-of a-computer and various business: software systems S e cnn
.+ .-Back-up procedures; disaster recovery-and; proper MIS documentatxon requlrements

.. Public speakmg techmques : . Do :

2Organize and: dlrect the activities: a:nd operatlons of the apphcatlons support team-: £ad

Develop, implement, plan and provide customer support and tralmng

-« Understand, interpret; apply and explain technical documentatlon.
- Communicate effectively both orally and in writing. -
i Interpret, apply and explain rules, regulations; policies: and procedures. e mn
Establish and maintain cooperative and effective: working relationships with others
- Operate a computer and assigned office equipment. : .
+~Analyze situations-accurately and adopt an effectwe course of action.
Meet schedules and time lines. -
Work independently with little direction.
Plan and organize work.

Prepare records and reports related to assigned activities.

EDUCATION AND EXPERIENCE:
Any combination equivalent to: bachelor’s degree in computer science or related field and four

years Increasingly responsible experience in the design, development, implementation and
enhancement of computer systems and programs.
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LICENSES AND OTHER REQUIREMENTS:
Valid California driver’s license.

WORKING CONDITIONS:

ENVIRONMENT:
Office environment.
Driving a vehicle to conduct work.

PHYSICAL DEMANDS:
Hearing and speaking to exchange information.
Dexterity of hands and fingers to operate a computer keyboard
Seeing to read a variety of materials.
+Sitting for extended periods of time.
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