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Independent agency for
accreditation rating

Job description of
IT-manager

1. IT-manager falls under the category of specialist.

2. IT-manager should know:

1) Regulatory and methodical materials on the ox ation of the automated
control systems;

2) Network software and hardware; Q‘rb

3) Tools of network and system manage@rgé@ Q

4) Organization of planning and operati@g)s management; {\

5) Structure of the company, pr‘ogbtion and functic@lnks between its
divisions; R

6) Procedure of setting goalé,&@algorithm; 6

7) Fundamentals of automa ata processing and@ograming; \\'Q
8) Information technolo @} Information proc Q:D'
9) Fundamentals of rr%égement

10) Sociology and psythology of socia %chnologlcal sys@g>
11) Fundamentafs&bf Economlcs ization of pro@ on, labor and
management;

12) Inforrr@@ocr)\ legislation; ?“ \fb

13) Basicy\of labor law;
14) es and regulatio or protection, acgﬁant prevention.
eéfro

omtment and rel m responmbﬂ@@ of IT-manager is made by the
D|rec order.
SNTE -manager re@s directly to thes&;ﬂector

6®Q 2. J@scrlptlon

5.17- n@%ger should: ?\Q

1l |mplemen of information system tasks, development

directi nd appllcatlon rmatlon systems.
) Conduct selectlo optimal combination of user needs and opportunities of

information system.

3) Develop a odologlcal basis of information system.
4) ManagK ork on setting up and supporting information system.
5) Conduct

5.1. Control and installation of software and distribution.

5.2. Capacity management.

5.3. User applications management services (incident management).
5.4. Change management:

- manage change requests (RfC);

- support and plan changes;
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- manage requests priorities.

5.5. Management IT structure (configuration management):

- Control infrastructure by supporting adequate data about all necessary
resources;

- provide the current status and the history of each element of infrastructure;

- interconnection of infrastructure elements.

5.6. Designing, creation, supporting and maintaining gf the Agency’s website.

5.7. Availability management. \(\

5.8. Eliminating service system disruption (pr%&‘n management).

6) Ensure serviceable functioning of the 536 and take prompt measures to
eliminate violations occurring during the work.

7) Conduct forecasting changes in aut@aatlon of the comQ@% and develop
proactive management measures. o) %_

8) Supervise the development Instructions, meg cal and regulatory

materials on usage and operation of formation system¢N
9) Prepare reports, proposa{ information sys &n@hodernlzatlon ®s§
?g, \30 e}Q‘

3. Right
6. IT-manager hés@e right to: 6\ (bo
1) Famlllarlz |th the documen %Ieflnmg his/her .r@q{\s and job duties,
criteria of quaht@sessmg for perforn?é)ofjob duties. \\
2) Sub the managem@ approval propos@s\on work improvement,
related to descrlptlon

uest from Prolec@ﬂanagers or indivi spemalists, personally or on

behalf the Director, m@%haﬂon and docu S necessary to perform his/her
4) Request fron&?@ management the
b@ondltlons necess or the performan
5) Has th& t for qualificatiopg

e}Q,Q &?Eesponsibinty

\$\1T manager is r&ﬁb ible for:

1.1. Malfunction hardware and software performance due to improper
execution of his/her,

1.2. Late n%ﬁcatlon to the management about violations of usage rules of IT
equipment.

2. IT-manager is prosecuted for:

1) Improper performance or failure to perform his/her duties under this job
description — within the limits of the existing labor legislation of the Republic of
Kazakhstan;

2) Property damage — within the defined limits of the labor and civil law of the
Republic of Kazakhstan;

s*ovision of organizational and technical
job duties.
provement.
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3) Irrational and inaccurate use of material and technical resources, assigned to
him/her;

4) Failure to comply with the professional ethics and work discipline;

5) Disclosure of confidential business information.

Familiar with the job description:
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