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CITY OF GLENDALE 
 
TITLE: Deputy Chief Information   CLASS CODE: 290 
 Technology Officer         
 
REPORTS TO: Chief Info Technology Officer                 GRADE:  38 
   
DEPARTMENT: Technology & Innovation                 FLSA:  E 
 
JOB SPECIFICATION DATE: December 19, 2011 lwk 
 
JOB SUMMARY 
 
Manages the implementation and maintenance of Information Technology Department services supporting 
city operations.   Assists the Chief Info Technology Officer with the oversight and management of all 
information technology services including: network services, software applications development and 
acquisition, security, telecommunications, policies and administrative support services. Oversees the 
Innovate program supporting city-wide process improvement initiatives to enhance city services and 
processes while achieving substantial savings throughout the City.  
 
ESSENTIAL FUNCTIONS 
 
1. Plans, organizes, and directs the activities of Information Technology department managers for 

effective and exceptional service delivery.  
2. Provides leadership and managerial guidance to staff responsible for network services, software 

applications development and acquisition, telecommunications and administrative support services. 
3. Establishes departmental objectives and performance metrics to align with city strategic initiatives. 
4. Performs necessary research and planning for meeting project requirements, including the generation 

of reports in support of strategic or departmental initiatives. 
5. Coordinates technology activities across all city departments ensuring seamless implementation of 

technology solutions. 
6. Ensures reliability and continuity of technology systems and infrastructure. 
7. Develops LEAN strategies and business plan proposals for Innovate initiatives.  
8. Oversees Innovate projects including, but not limited to process improvement events and 

reviewing/evaluating new business ideas. 
9. Oversees the education and execution of process improvement principles throughout the organization 

as part of the Innovate initiative.   
10. Oversees training curriculum for the Innovate Team and l the employee training sessions.  
11. Oversees the annual Innovate Team recruitment.  
12. Participates in budget process, projects operational and support budget requirements. 
13. Ensures departmental compliance with governance policies, procedures and standards. 
14. Contributes to the creation and implementation of department policies, procedures and guidelines. 

Plans and oversees staff work with vendor organizations in the acquisition of computer hardware and 
software, and reviews appropriateness of their use in City operations. 

15. Attends meetings representing the department to include council workshops, council meetings and 
other events as required. 

16. Conducts presentations at council meetings, government conferences, and other events about the city’s 
Innovate goals, activities, accomplishments, and best practices.  

17. Performs other related duties as assigned. 
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KNOWLEDGE, SKILLS, ABILITIES 
 
Knowledge of: 

Project management 
Principles, applications, techniques, and state-of-the-art solutions related to computer technology, 
networks/data communications, personal computers and telecommunications 
Basic principles of organization and budgets preparation 
Leadership and management techniques and methods 

 
Ability to: 

Define and provide customer service based on established service level agreements 
Supervise, train, and develop employees effectively 
Monitor and review programs and determine their effectiveness 
Determine the most effective utilization of equipment and human resources 
Communicate effectively in writing, and make oral effective presentations of technical information 
and ideas in a clear manner 
Establish and maintain effective working relationships with City staff, City officials, and vendor 
organizations 
 

WORKING CONDITIONS 
 
Office setting. 
 
MINIMUM QUALIFICATIONS 
 
Bachelor's Degree in Management Information Systems or a related field and five years of senior 
management level experience in leading an information technology department or organization.   
 
Any equivalent combination of training and experience that provides the required knowledge, skills, and 
abilities, is qualifying. 
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