DALLAS WOMEN’S FOUNDATION

Job Description – Information Systems and Facilities Manger


Dallas Women’s Foundation 
Information Systems and Facilities Manager
Position Description
The Information Systems and Facilities Manager is responsible for managing the Foundation’s technology information systems including:  networks, servers, workstations, hand-held devices, databases, telephone, email, data backup systems and software applications.    This position is also responsible for managing the Foundation’s facilities and equipment including both owned and leased properties.  This position also facilitates the facilities and technology information systems services provided by independent contractors and vendors.  This position reports to the V.P. of Finance and Operations.
Key Responsibilities

Information Technology Systems
· Work closely with senior management to develop and coordinate information technology systems’ policies and procedures including those for strategically planned operations as well as those for disaster recovery 
· Preserve assets by implementing and monitoring information technology security strategies and controls including those for back-up of data and software applications as well as for disaster recovery
· Prepare and maintain information technology systems documentation

· Maintain systems to track and ensure timely renewals of software licenses, security certificates and other information technology services

· Monitor and perform regular preventive maintenance procedures on the Foundation’s information technology systems
· Provide server support including maintenance and repair of all servers including operating systems, data, application software and email
· Provide network support including network design and maintenance & repair of all hubs, routers, switches, cabling, connectivity and firewalls

· Provide desktop and laptop support including maintenance, repair, upgrades and relocations or modifications 
· Provide email support including creating, updating & removing email accounts as needed and compliance with protocol and policies for the use and retention of staff members’ emails

· Provide hand-held device support including configuration and service of staff members’ personal digital/data assistant devices

· Provide website support including maintenance, repairs and updates 

· Work in conjunction with the Executive Assistant to ensure an effective and efficient telephone system is operational at all times  

· Maintain connectivity with internet service provider
· Prepare annual budget for purchases of information technology hardware & software and other services such as offsite backup, web development, & internet 
· Procure and install information technology hardware and software 

· Ensure compliance with payment card industry (PCI) security standards regulating credit card transactions

· Provide training to staff members on information technology systems
· Promptly respond to staff members’ information technology questions and service requests

· Other duties as assigned

Data Management
· In conjunction with senior management, develop database solutions/structures for data storage, retrieval and reporting according to organizational goals and project specifications

· With input from senior management, create and maintain data entry standards manuals for the Foundation’s databases
· Ensure that data is stored securely in accordance with established policies and protocol

· Improve operational efficiencies by coordinating data maintained on each of the Foundation’s databases 

· Convert and import data from outside sources
Facilities Management

· Manage all Foundation office and equipment needs, repairs and maintenance including vendor relationships and services for both owned and leased property:  office space, telephone & internet lines, copiers, fax machines, postage machines, surveillance equipment, printers, and other equipment and office services
· In conjunction with approvals and supervision of senior management, perform periodic cleanings of Foundation storage areas and send applicable files to offsite storage facility
· Maintain calendar schedule detailing reservations for uses of the Foundation’s conference room and work with the Foundation’s accounting staff to bill and receive payment from third-party users of the conference room

·  Prepare annual budget for office and equipment needs:  purchases, leases, repairs & maintenance
Qualifications

· Bachelor’s degree in computer science, information systems or related area

· Five to seven years of experience in information systems technology management

· Microsoft Certified Professional is preferred

· Experience with Blackbaud software is preferred
· Experience with MicroEdge’s grants database software is a plus
· Excellent written and oral presentation skills

· Strong team player

