
             
CLASS SPECIFICATION 

 

 

Class Title: Director, Information Systems   Class Code: 8035 

Department: Information Systems     Eff. Date: 4/1/86 

Merit Status: Exempt      Grade:  36 

FLSA:  Exempt      Revised: 08/27/08 

 

GENERAL PURPOSE 

 

This is an appointed (at-will) position under the administration of the Davis County Commission. 

Under broad policy guidance and direction from the County Commission, performs 

administrative duties and directs comprehensive operations for Information Systems including 

application and technical systems development; develops strategies for the County and 

departments in developing and operating computer, phone, and security systems for Davis 

County. 

 

EXAMPLE OF DUTIES  (Any one position does not include all of the duties listed; nor do the 

listed examples include all duties which may be found in positions of this class.) 

 

Directs the planning, design and development, integration, coordination and operations of 

all Information Systems (IS) functions and responsibilities.  Develops long term network and 

programming goals and requirements for the IS department. 

 

Hires, trains, and supervises department personnel; assigns and monitors work; evaluates 

performance in compliance with County policies, procedures, and practices; addresses employee 

performance problems; determines and initiates disciplinary action as necessary. 

  

Evaluates requests for computer, telecommunication, and security services to determine time, 

software/hardware needs, feasibility, personnel and resource requirements needed, and 

implementation priorities; works with County departments to determine design parameters; 

assists in performing needs assessment and strategic planning.  Maintains ongoing 

communication with all County departments, agencies and other organizations to improve 

operations, meet needs and resolve problems with new and/or existing systems. 

 

Coordinates efforts with other government and private agencies in providing information from 

County databases and in transferring data from other systems for County use. 

 

Develops and implements County-wide policies and procedures; recommends changes in 

policies and procedures to accommodate the implementation of updated information systems and 

ensure best practices in information system operations. 

 

Prepares and presents department budget; monitors and approves expenditures and operates 

within approved budget; maintains inventory of equipment and supplies. 



 

Purchases and provides for maintenance of County-wide computer related equipment including 

personal computers and related peripherals, GIS, and telephone hardware; ensures new software 

and hardware purchases are compatible with approved IS programs and protocols.  

 

Designs and documents computer systems including input, output, processing and file structure 

requirements; directs and supervises the programming of systems; tests and validates programs; 

oversees the design and maintenance of all County databases.  

 

Coordinates and directs the configuration, implementation and operation of other related 

systems which are integral with the IS department’s function.  Converts information systems 

used on other computers to operational compatibility on County computers. 

 

Prepares documentation to assure understanding by program users; provides for user training. 

 

Operates a motor vehicle in a safe manner and in compliance with all Utah laws and regulations. 

 

Performs related duties as assigned. 

 

MINIMUM QUALIFICATIONS 

 

1. Education and Experience: 

 

Graduation from an accredited college or university with a Bachelor's Degree in 

computer science or information technology, or a directly related field, plus five 

(5) years of full-time paid work experience in information systems, two (2) years 

of which must have been in an administrative/supervisory capacity.  Preference 

may be given for experience in a local government setting. 

 

2. Special Requirements: 

 

May be required to pass a criminal history background investigation.  

 
Furnish personal transportation for on-the-job travel; employees driving a 
personal or a County vehicle for job related travel must possess a valid driver 
license and must operate a motor vehicle in a safe manner; new employees with 
an out-of-state license must obtain a valid Utah Driver License within sixty (60) 
days of hire date (exceptions for military personnel and their dependents). 

 

Employees driving a personal vehicle while on county business must maintain the 

minimum vehicle liability insurance as specified in the Utah Code. 

 

3. Necessary Knowledge, Skills and Abilities: 

 

Thorough knowledge of:  a broad range of information systems technology, 

practices, procedures and application; information systems analysis, design, 

development, implementation and operations; programming and design 



techniques; database management techniques; technical report writing methods; 

methods of compiling and analyzing statistical, fiscal and related data; local 

government organization and functions; budgeting principles and procedures; 

contract management; principles of effective management and supervisory 

techniques and practices.  Considerable knowledge of:  PowerBuilder 

programming and other programming languages; operations in a network 

environment; SQL database design; internet development and application; web-

based systems, procedures and application; database architecture, data 

normalization and data archiving; audit and recovery procedures; County and 

departmental policies, procedures, and practices. 

 

Skill in:  operating all applicable computer hardware and software including 

Microsoft Excel and Word. 

 

This position may require the driving of a motor vehicle; skill in operating a 

motor vehicle in a safe manner; ability to insure motor vehicle is operating in a 

safe manner; knowledge of Utah motor vehicle rules and regulations. 

 

Ability to:  exercise reasonable independent judgment and make sound decisions; 

direct, assign, supervise, and evaluate the work of others; address employee 

performance problems; initiate and impose disciplinary action as necessary; 

analyze, interpret, prepare and report financial data; analyze and solve complex 

problems; prepare and present reports; prepare and manage annual budget; make 

decisions and perform efficiently under pressure/deadlines; compose professional 

correspondence, reports, contracts, and other documents; work for sustained 

periods of time maintaining concentrated attention to detail; respond to 

emergency situations before and after regular work hours; operate computer 

hardware and applicable software; occasionally lift, carry, push, pull, or otherwise 

move objects weighing up to 50 pounds; communicate effectively (orally and in 

writing); follow written and oral instructions; establish and maintain effective 

working relationships with supervisors, employees, employees in other 

departments, vendors, other agencies, and the general public. 


