SCENIC COMMUNITY CREDIT UNION


JOB DESCRIPTION


INFORMATION SYSTEMS MANAGER
REPORTS TO:
CFO
PURPOSE:
This position exists to serve the members of Scenic Community Credit Union and is delegated responsibility for operating and maintaining SCCU’s Information Systems, including system hardware and software, as well as maintaining employee workstations and operating and maintaining a mission critical client-servers computer network. Manages introduction of new or significantly improved technical capabilities.
 DUTIES AND RESPONSIBILITIES: 
· Manages information services operations and maintenance function to insure reliability, availability, and security of SCCU’s operational information systems. 

· Monitors information services production to include scheduling of jobs, verification of results and overall quality control.
· Determine technical hardware and software capabilities.
· Manages technical systems security to include implementation of hardware and software security and privacy features and capabilities.
· Monitor operational procedures and suggest improvements to maximize efficiency and quality of work and to provide consistent quality of service to the members. 

· Provide administrative support to the Management Team by conducting research, preparing reports, handling information requests, and inform the team on the conditions and operations of the credit union systems and other systems that influence operations. 

· Maintain and create reports on the credit union system. (Symitar/Episys)
· Maintain credit union systems with periodic updates from Symitar.
· Provide support to staff with issues on NetTeller, Bill Pay, Mobile App and other electronic services offered by SCCU. 

· Develop plans for implementation of new projects, coordinating process with project leader. 
· Provide well-defined plans including procedures, documentation, deadlines and accountability. 
· Determine when it is cost-effective and efficient to outsource technology services. 

· Develop, update, monitor and continuously ensure compliance with the disaster recovery plans, computer security and loss prevention plans, antivirus and firewall protections, etc. 

· Direct the upgrade and maintenance of all computer hardware, software, systems tools and peripherals such as printers, scanners and other external devices.

· Participates in and promotes the credit union movement.

In addition to the aforementioned  duties and responsibilities, any and all duties and responsibilities assigned by their supervisor or management that may be deemed necessary or needed in the promotion and continuance of the credit union and are job related.
Qualifications:

· Possess strong presentation, verbal, and written communication skills. Highly organized and meticulous.

· Maintain the highest level of confidentiality regarding all sensitive, confidential, and proprietary Credit Union information.

· Entrepreneurial in thinking, planning, and implementation. Proven analytical and critical thinking skills.

· Ability to work independently with minimal supervision to establish priorities, activities, and provide specific direction.

· Proficient in Microsoft Outlook, Excel, and Word. Beneficial to have the working knowledge of Symitar (SCCU’s core processing system).

Education/Certification

· Associate Degree in Information Technology, or related field.  Total hours of completed college courses will be considered in lieu of a degree.

Sufficient and equitable work experience will be considered in lieu of degree.
Required Knowledge

· Proficient in computer and technology.

Experience Required

· Minimum of five-years of banking or related experience.

Experience Preferred

· Minimum of two-years of management, supervision, or lead experience.
· Minimum of two-years of working knowledge of Symitar (SCCU’s core system).
