UPPER GREAT LAKES FAMILY HEALTH CENTER 

JOB DESCRIPTION

	Job Title:
	IT Director
	FLSA
Status:
	Exempt

	Effective Date:
	
	Supervised By:
	CFO

	Revised Date:
	
	Approved By: 
	HR



BASIC FUNCTION
The IT Director oversees the information technology department (IT) and its related functions, systems, staff, and vendors.

PRIMARY RESPONSIBILITIES AND DUTIES
1. Ensures organization has appropriate technology support necessary to complete operations.  
a. Effectively works with department directors and mangers to provide appropriate sound solutions.
b. Communicates promptly, proactively, and professionally to staff, providers, and leadership about downtimes, system issues and upgrades, keeping communication at a level understandable by the end user.
c. Provides technical knowledge and insight to the development and implementation of strategy and operations. 
d. Leads and ensures IT projects completed on time and on budget. 
e. Ensures appropriate training of staff on IT systems, including annual and ongoing security awareness.
f. Maintains professional partnerships with vendors, contractor, and consultants resulting in cost effective, timely project completions. 
g. Implements, monitors, and maintains IT security measures to manage security threats, including but not limited to malware, spyware, virus, and ransomware, to protect patient privacy in accordance with HIPAA standards.
h. Oversees or conducts security audits.
i. Assists senior leadership with risk assessments to help ensure IT systems, policies and procedures are up-to-date and functional. 
j. Develops and keeps current standard IT-related operating procedures and best practices, including providing written protocols and guidance to IT staff and to end-user.
k. Oversees telecommunications/voice infrastructure.

2. Provides overall management and direction to IT staff. 
a. Oversees the development and maintenance of department budget; monitors ongoing budget compliance and addresses problems as needed. 
b. Prepares company policies and procedures and communicates organizational changes. 
c. Develops departmental goals and objectives based on overall strategic and operational plans, monitors departmental performance, provides specific instructions on completion of tasks/responsibilities, and delegates as appropriate.
d. Oversees staff: provides direction and training, addresses performance issues, and conducts evaluations with directly-supervised employees.
e. Represents UGL at local, state, and national levels (i.e., MPCA and NACHC); serves on local, state, and/or national boards; develops and maintains relationships with elected officials and community groups. 
f. Performs other assigned job duties and special projects.

3. Engages in virtual and on-site meetings and discussions as appropriate.
a. Provides relevant feedback and input during discussions.
b. Establishes action items based on discussions as necessary.
c. Completes action item follow up as necessary. 
d. Demonstrates professionalism during discussions.
e. Serves on committees, chairs IT risk and security.

GENERAL PROFESSIONAL DEVELOPMENT
1. Organization: Displays advanced organizational skills and organizes projects or the work of others.
2. Problem Solving: Implements effective solutions to situations that consider not just the specific issue, but the overall impact to the organization.
3. Analysis: Uses inference and logic to draw conclusions and communicates opinions effectively.
4. Problem Resolution: Negotiates resolutions to complicated situations, including conflicts. 
5. Communication: Compiles and analyzes information prepared in written form, including correspondence, reports, articles, or other documentation.
6. Expertise: Understands IT at a level allowing the employee to analyze, select, recommend, or implement policies or practices to be used within the organization.

PROFESSIONAL AND TECHNICAL KNOWLEDGE
1. Possesses the equivalent of formal training in IT, generally obtained in the form of a bachelor’s degree. 
2. Maintains a current knowledge of healthcare IT best practices, typically acquired through continuing education.

LICENSES & CERTIFICATIONS 
1. Microsoft Server certification 
2. Network+ or CCNA
3. CISSP

TECHNICAL SKILLS
1. Microsoft Office Suite to create correspondence, tables, charts, graphs, spreadsheets, and presentations.
2. Adobe Acrobat to create and manipulate forms. 
3. Electronic clinical systems, including EHR and billing systems in use at the health center.

COMMUNICATION SKILLS
1. Effectively communicates information during informal and formal video presentations.
2. Effectively conveys complex information to varying audiences, verbally and in writing.

WORKING CONDITIONS: 
1. Work is performed in an office or clinic environment. 
2. This is an exempt position, working beyond 40 hours in a week is expected based on organizational needs. 
3. Requires regular sitting, standing, walking, and lifting of up to 25 pounds. 
4. Regular travel between clinic locations, and occasional regional or national travel for conferences or seminars. 


The above information is intended to describe the most important aspects of the job.  It is not intended to be construed as an exhaustive list of all responsibilities, duties and skills required to perform the work.  UGLFHC reserves the right to revise or change job duties and responsibilities as the business need arises.  Additionally, this job description is not intended as an employment contract, implied or otherwise, and UGLFHC continues to maintain its status as an at-will employer.  

I hereby acknowledge that I have read and understand the above-mentioned job duties, qualifications, policies, and procedures for this position.  I also certify that I received a copy of this job description.


Employee: 									Date:  			
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