
 

 
 
 
 

AREA OF CONSIDERATION – OPEN COMPETITIVE 

TO ESTABLISH A LIST FOR THE POSITION OF 

HOSPITAL INFORMATION TECHNOLOGY ADMINISTRATOR 

OPEN: January 10, 2025 CLOSING DATE: CONTINUOUS ANN. NO.: 25-36 

 

GENERAL PAY PLAN 

OPEN:               Q-01 $73,788.00 P/A to Q-10 $101,296.00 P/A 
PROMOTION:   Q-01 $73,788.00 P/A to Q-18 $130,052.00 P/A 

MINIMUM EXPERIENCE AND TRAINING:   

A) Four (4) years of progressively responsible experience in computer systems programming and 
analysis work, two years of managerial experience and graduation from a recognized college or 
university with a Master’s degree in Computer Science , Management Information Systems, or related 
field; or 
 

B) Five (5) years of progressively responsible experience in computer systems programming and 
analysis work, two years of managerial experience and graduation from a recognized college or 
university with a Bachelor’s degree in Computer Science, Management Information Systems or 
related field; or 
 

C) Eight (8) years of progressively responsible experience in computer systems programming and 
analysis work, including two years of supervisory experience and graduation from High School or 
completion of a General Equivalent Diploma (GED) program. 

 
NATURE OF WORK:  
 
This position provides vision and leadership in developing, designing and implementing Information Technology 
(IT) initiatives and directs the planning, implementation and managerial oversight of Hospital IT systems in 
support of business operations improve upon cost effectiveness, services, quality, business development, and 
security of information and systems. 
 
ILLUSTRATIVE EXAMPLES OF WORK: (These examples do not list all the duties which may be assigned; 
any one position may not include all the duties listed.) 
 
Administer the Hospital’s Management Information Systems (MIS) Department and personnel and resources in 
order to provide hospital-wide Information Technology management support and services.  Healthcare 
Information Technology and Advanced Patient Care Systems support and services, Data Processing 
Operations and Database Management services, systems analysis and programming services.  Local Area 
Networking and Database security services, webpage management services, and help end user services and 
support to more than 620 hospital end users and business associated 24 hours, 7 days a week. Participate in 
hospital strategic and operational governance processes of the business organization as a member of the 
management team.  Formulate and deploy long-term strategic plans for acquiring and enabling efficient and 
cost-effective information processing and communication technologies. Lead information Technology strategic 
and operational planning to achieve Hospital goals by fostering innovation, prioritizing information Technology 
initiatives, and coordinating the evaluations, deployment, and management of current and future Information 
Technology systems across the organization. Manage Information Technology department operational and 
strategic planning, including business requirements, project planning, and organizing and negotiating the 
allocation of resources.  Develop and maintain an appropriate Information Technology organizational structure 
that supports the needs of the Hospital.  Establish Information Technology departmental goals, objectives, 
operating and security policies and procedures. Act as an advocate for the Hospital’s Information Technology 
vision via regular written and in-person communications with the organization’s executives, department heads 
and end users.  Identify opportunities for the appropriate and cost-effective investments of financial resources 
in Information Technology systems and resources, including staffing, sourcing, purchasing and in-house 
development.  Develop, track and control the information technology annual operating and capital budgets.   

MINIMUM KNOWLEDGE, ABILITIES AND SKILLS: 
 

 Knowledge of functions and capabilities of information technology processing. 
 
 Knowledge of functions and capabilities of Hospital and Health Care Information Technology processing. 
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 Knowledge of the principles, practices and techniques of computer programming and systems analysis.  
 
 Knowledge of the principles and techniques of computer programming and systems analysis.  
 
 Knowledge of the principles, practices and techniques of HIPAA Privacy and Security.  

 
 Ability to administer electronic data processing systems and activities. 

 
 Ability to administer electronic Health Level Seven (HL7) and protected Health Information (PHI). 

 
 Ability to evaluate systems and processes and recommend adapting to cost savings electronic data 

processing techniques to improve program effectiveness.  
 

 Ability to make decisions in accordance with appropriate program guidelines. 
 

 Ability to interpret and apply pertinent laws, regulations and other program guidelines.  
 

 Ability to prepare cost estimate information for computer services. 
 

 Ability to work effectively, orally and in writing. 
 

 Skilled in systems design and data process. 
 

 Skilled in supervision, planning, budget forecasting, project management, job scheduling, and personnel 
productivity.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 




