
 
 

MISSION CITY COMMUNITY NETWORK, INC – JOB DESCRIPTION 

Job Title:  IT Manager (Part-time) 

Department:  Administration     
Reports to:  Chief Executive Officer or Designee 
 
SUMMARY: The IT Manager  is responsible for ensuring the department is meeting and exceeding expectations in regards 
to performance , and that standards and processes are followed to provide effective customer service in the overall 
planning, design, installation, maintenance of all network, server, telecommunications, software, security and backup 
services, in collaboration with other IT staff and consultants.  

 
 

I.  QUALIFICATIONS AND EXPERIENCE  
1.  BS (or enrolled in a BS Degree) or equivalent in Computer Science, Information Technology, or related fields. A 

medical systems background is helpful.  
2. Three -Five years experience involving system and database administration, networking and software applications, 

including system maintenance, troubleshooting, patching, workstation and application support, Internet connectivity, 
security services and backup procedures. 

3. Minimum 3 years supervisory experience. Demonstrated ability to recruit, train, coach, set goals and objectives for 
the IT team. 

4. Strong LAN/WAN networking experience including VPN, TCIP/IP, DNS, DHCP, and network security protocols.  
5. Solid working knowledge of both Windows and MS SQL, file and directory structures, commands, command-line 

interfaces, scripts and utilities  
6. Strong working knowledge of system hardware, server deployment and configuration, and advanced systems 

diagnostic abilities.  
7. Experience with current backup and restore technologies, enterprise antivirus and firewall management, and 

disaster planning and recovery.  
8. Knowledgeable of HIPAA confidentiality and security requirements.  

 
II. ESSENTIAL DUTIES AND RESPONSIBILITIES  

1. Design, develop, implement and coordinate systems, policies and procedures.  Travel is required 
2. Foresees organizational impacts and understands the procedures associated with introducing new technologies. 
3. Identify problematic areas and implement strategic solutions in a timely manner. 
4. Assess the viability of current direction/projects/operations and recommends strategies and tactics to satisfy current 

and future business needs. 
5. Generate various reports using MS SQL and other databases for the Leadership team as requested. 
6. Leads technical staff in the areas of scheduling, direction, future planning and standard practices. 
7. Monitors and controls quality while actively seeking opportunities for improvement. 
8. Collaborate with vendors to resolve issues.  
9. Uphold all HIPPA security and confidentiality standards.  
10. Other work as assigned by the President and CEO or Designee 

 
 

          Initials 
 
 
 
 



III. PHYSICAL DEMANDS: 
1. STANDING/WALKING: Up to 90% of the workday consists of stand/walking on tile and cement 

floors while performing MA duties. 
2. SITTING: Up to 50% of the workday may be spent sitting answering the telephone, calling out 

prescriptions and referrals. 
3. LIFTING:  Lifting may include up to 25 lbs. in moving equipment or assisting disabled patients.  5% 

of the day involves lifting requiring a full range of motion. 
4. CARRYING: Up to 25% of the day may include carrying objects weighing up to 10 lbs., this may 

include carrying charts and equipment, and newborn babies for circumcisions. 
5. PUSHING/PULLING: Up to 5% of the day may require pushing or pulling equipment, drawers, 

carts and exam table stirrups. 
6. CLIMBING:  No more than 1% of the time may include climbing one flight of stairs. 
7. BALANCING:  Up to 1% of the time may be required to use a footstool in retrieving supplies. 
8. STOOPING/KNEELING: Up to 5% of the workday are spent stooping or kneeling to open drawers 

and gathering equipment. 
9. BENDING: Up to 25% of the workday may be spent in bending at the waist picking up charts and 

assisting the clinician with procedures. 
10. CROUCHING/CRAWLING: None required. 
11. REACHING/STRETCHING: Up to 3% of the time may require reaching or stretching to retrieve 

equipment or medications on shelves. 
12. HANDLING:  Hand and wrist movement is required 50% of the workday in holding charts and 

supplies. 
13. FINGERING Up to 50% of the workday involves writing in the chart, receiving and sending 

messages and assisting the clinician in surgical procedures and tests. 
14. FEELING: Normal tactile feeling is required to perform all job duties, including taking pulses. 
15. THROWING: none required. 
16. TWISTING: Up to 5% of the day may be required in retrieving supplies or equipment. 
17. TALKING:  Average ability and fluency in English is required in communicating with patients, staff, 

and outside agencies, such as pharmacies and physicians' offices. 
18.  HEARING: Average ability is required in answering the telephone and performing all job duties 

(particularly taking blood pressures and using a stethoscope). 
19. SEEING:  Average ability is required to read and follow instructions and assisting patients. 

 
VI. FISCAL RESPONSIBILITIES: 

A.  General 
1. Facilitates cost containment by efficient use of time, resources, equipment, supplies, etc. 

 
 
EMPLOYEE ACKNOWLEDMENT: 
I have read my job description and understand its contents. I agree to perform the duties and responsibilities to the best of 
my ability. If at any time I have questions about its contents, I will discuss with my supervisor any clarification. I have 
received a copy of this job description and understand that it will be used to evaluate my performance both on an ongoing 
basis and at regular intervals. 
 
 
________________________________  _________________________  _____________ 
Employee Name (Print)     Signature    Date 
 


