Job Description

SYSTEMS MANAGER

DEPARTMENT:




EXEMPT (Y/N):



SALARY GRADE:



REPORTS TO:






SUMMARY: 


Responsible for coordinating and scheduling daily activities of the Systems Department.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following:

· Manages the installation and maintenance of all management information systems on property, including computers, software, telephones, audio and visual equipment.

· Communicates with all departments on specific needs and/or problems, and acts as a liaison between Systems Technicians, Vendors and Management.

· Supervises technical support of all systems on property; audits systems procedures.

· Assists the Director of Systems in developing, modifying and enforcing departmental procedures, as they relate to technical support of all systems on property.

· Strategically plans and determines feasibility of systems integration studies, capacity planning and production scheduling, communicating with other departments, as needed.

· Ensures the successful conversion of user specifications into working computer programs, through design, modification, testing and evaluation of all software packages.

· Maintains adequate supplies and equipment on hand, re-ordering as needed.

· Ensures a maximum level of service and satisfaction throughout the property is achieved and maintained.

· Facilitates the flow of information, by attending regularly scheduled meetings, and conveying content of meetings to any Systems Employees not in attendance.

· Held accountable, to a high degree, for the accuracy and thoroughness of departmental records and reports.

· Responsible for maintaining a consistent, regular attendance record.

SUPERVISORY RESPONSIBILITIES:


Directly supervises the activities of all Systems Employees, and indirectly supervises all systems users on the property.

Carries out supervisory responsibilities in accordance with the organization’s policies and applicable laws.  Responsibilities include interviewing, hiring, and training employees; planning, assigning, and directing work; appraising performance; rewarding and disciplining employees; addressing complaints and resolving problems. 
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QUALIFICATION REQUIREMENTS: 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.


EDUCATION and/or EXPERIENCE:

Bachelor’s degree in Computer Science, Information Sciences or Business Administration from a four-year college or university; or four to six years related experience and/or training; or an equivalent combination of education and experience.  


SPECIAL QUALIFICATIONS:

Two to five years experience in computer programming required, with background in designing and analyzing computer systems and progressive supervisory/managerial experience preferred.  Must possess effective communication skills.


LANGUAGE SKILLS:

Ability to read, analyze, and interpret documents, such as technical journals, financial reports and legal documents.  Ability to respond to common inquiries or complaints from customers, regulatory agencies, or members of the business community.


MATHEMATICAL SKILLS:

Ability to add, subtract, multiply and divide in all units of measure, using whole numbers, common fractions, and decimals.


REASONING ABILITY:

Ability to define problems, collect data, establish facts, and draw valid conclusions.  Ability to interpret an extensive variety of technical instructions in mathematical or diagram form and deal with several abstract and concrete variables.

PHYSICAL DEMANDS: 

The physical demands described here are representative of those that must be met by an Employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the Employee is regularly required to talk or hear. The Employee is also regularly required to stand; walk; sit; and use hands to 
finger, handle, or feel objects, tools or controls.  The Employee is occasionally required to reach with hands and arms, and to sit; climb or balance; and stoop, kneel, crouch or crawl.   

The Employee must frequently lift and/or move up to twenty-five pounds, must 
occasionally lift and/or move up to fifty pounds, and must infrequently lift and/or move up to one hundred pounds.

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

The work environment characteristics described here are representative of those an Employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.


The Employee is frequently required to risk danger of electrical shock and/or radiation (from computers).

The noise level in the work environment is usually moderate.  When on the casino floor, the noise level increases to loud.
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