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FINAL ‘EDITED’ TASK LISTING

                                                      CLASS:  MANAGER, ELECTRONIC DATA PROCESSING ACQUISITION

     NOTE:  Each position within this classification may perform some or all of these tasks.

	Task #
	Task



	1. 
	Developing statewide policies and standards affecting acquisition of electronic data processing equipment required by State agencies using knowledge of industry best practices, statutes and codes.

	2. 
	Manages EDP Acquisition staff who independently negotiate purchase or lease contracts for complex acquisitions determined to be needed as a result of an approved feasibility study report and lease versus purchase analyses using knowledge of industry best practices, state policy, statute and regulations.

	3. 
	Manages EDP Acquisition staff who acts as servicewide consultants in the preparation of feasibility study reports and lease versus purchase analysis using knowledge of industry best practices, state policy, statute and regulations.

	4. 
	Manages EDP Acquisition staff who prepares Invitations for Bid and Request For Proposals which provide the basis for subsequent acquisition contracts using knowledge of industry best practices, state policy, statute and regulations.

	5. 
	Manages EDP Acquisition staff who determine whether contract change proposals submitted by competing vendors should be made using contract terms and conditions.

	6. 
	Manages EDP Acquisition staff who determine the lowest responsible bidder meeting specifications or which bidder has submitted the most responsive proposal using the solicitation.

	7. 
	Manages EDP Acquisition staff who analyze vendor’s bids or proposals for compliance using specifications, contractual provisions, and other solicitation requirements.

	8. 
	Manages EDP Acquisition staff who oversee the performance testing at the vendors’ facilities using specifications, contractual provisions, and other solicitation requirements.

	9. 
	Manages EDP Acquisition staff who confer with vendors’ technical electronic data processing experts, marketing representatives and attorneys for the purpose of accommodating vendors’ marketing terms if possible using knowledge of industry best practices, state policy, statute and regulations.

	10. 
	Works with top management of agencies to develop standards on coordinated State usage of computers or standards under which acquisitions may be delegated to the agency using state policy, statute and regulations.

	11. 
	Manages EDP Acquisition staff who advise State agencies on the relative merit and availability of electronic data processing equipment and service using knowledge of industry best practices, state policy, statute and regulations.

	12. 
	Propose legislation to Executive Office, Agency, legislature, and Governor’s Office affecting changes to purchasing or contract law using industry best practices, existing statute and codes.

	13. 
	Confer with or testify before legislative groups on the merits or proposed legislation using knowledge of industry best practices, existing statute and codes.

	14. 
	Formulates standards for effective client relations with statewide users of electronic data processing equipment using knowledge of industry best practices, state policy, statute and regulations.

	15. 
	Manages EDP Acquisition staff who are responsible for procuring complex integrated information technology purchases using knowledge of industry best practices, state policy, statute and regulations.

	16. 
	Responsible for interpreting policies and procedures as they impact statewide acquisitions of complex intergrated information technology systems using state policy, statute and regulations.

	17. 
	Manages EDP Acquisition staff who administers contracts for statewide complex integrated information technology systems using the contract terms and conditions, state policy, statute and regulations.

	18. 
	Acts as one of the Division’s high-level points of contract for advice and assistance on statewide purchasing policies, procedures and oversight as they affect information technology using knowledge of industry best practices, state policy, statute and regulations.

	19. 
	Independently manages the day to day operations of a program area conducting information technology procurements and/or establishing information technology contracts using knowledge of industry best practices, division/department/state policies, statute and regulations.

	20. 
	Attends and participates in frequent interaction, meetings and briefings with agency Deputy Directors, Suppliers and their representatives, Executive level management, Department of Finance, Governor’s Office, legislative representatives, as well as other interested parties technology using knowledge of industry best practices, state policy, statute and regulations.

	21. 
	Evaluates the Information Technology acquisition processes to maximize efficiency and incorporate best practices using knowledge of industry best practices, state policy, statute and regulations.

	22. 
	Implements continued restructuring of the organization and its Information Technology acquisition processes to maximize efficiency and increase the level of customer satisfaction and service using knowledge of industry best practices, state policy, statute and regulations.

	23. 
	Develops, implements, and reviews the Section Budget using division and department standards and policies.

	24. 
	Oversees the Section’s performance, planning and reporting, evaluating the outcomes to determine future changes in process, procedures and methodologies using knowledge of industry best practices, division and department standards.


Note:
Highlighted tasks were eliminated from further consideration which had a CT or RT rating of less than 0.5 and an IT Index of less than 2.0.  (See “Task Rating Summary Worksheet”.)
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