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Class Specification 
for the Class: 

 
INFORMATION AND COMMUNICATION SERVICES ADMINISTRATOR 

(INFORMATION AND COM SVCS ADMR) 
 

 
Duties Summary: 
 
 Administers the activities of the Information and Communications Services 
Division; and performs other related duties as assigned. 
 
Distinguishing Characteristics: 
 

1. Nature and Purpose of Work: 
 

This class involves overall responsibility for coordinating a system utilizing 
information processing and telecommunication equipment to assist the 
three branches of the State government in obtaining key information for 
management planning and policy-making, as well as work processing.  It 
involves responsibility for planning, organizing, directing and controlling 
the work of the centralized information processing and telecommunication 
services of the State.  It includes liaison with, and the provision of 
assistance to the top levels of administration in the State government, 
provision of advice and assistance in information processing and 
telecommunication matters to State agencies, and provision of functional 
guidance over decentralized information processing and 
telecommunication activities in operating departments. 
 

2. Supervisory Control: 
 

General administrative direction is received from the Director of Budget 
and Finance. 
 

3. Guidelines Available: 
 

Guidelines at this level are limited to a broad framework of program 
requirements and departmental policies and objectives. 
 

4. Nature and Scope of Recommendations, Commitments and Decisions: 
 

The position in this class represents the division on questions which are 
fundamental to the major purposes and policies of the division, and the 
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department on questions pertinent to decentralized information processing 
and telecommunication matters, with the final authority to make 
commitments on most matters. 
 

5. Personal Work Contacts: 
 

This class involves extensive contact with personnel outside the division.  
Contacts are made with representatives of other agencies to establish 
working agreements or broad working relationships.  An incumbent is 
called upon to meet with legislative committees, private business 
organizations and other groups to give presentations on the various 
aspects of programs activities and objectives. 
 

6. Nature and Extent of Supervision Exercised Over Work of Other 
Employees: 

 
Coordinates divisional activities through subordinate administrators 
engaged in staff/client services, applications systems design/ 
modification/maintenance and computer/network/ 
telecommunications operations.  A position in this class provides general 
guidelines and/or directions to subordinates in relation to departmental 
objectives and overall development of the State’s information processing 
and telecommunication system. 
 

Examples of Duties: 
 

 Administers the activities of the Information Communication Services Division; 
establishes statewide guidelines for information processing and telecommunication 
activities; initiates feasibility and other studies; coordinates and evaluates projects for 
effective completion; directs appropriate planning groups and provides technical 
guidance information processing and telecommunication; maintains appropriate liaison 
with other agencies and machine manufacturing firms; coordinates systems activities 
with all computer centers; approves improvements in machine operation activities, 
telecommunication, staffing, layout, etc.; develops program budget estimates, prepares 
program status reports, and makes legislative presentations; plans and participates in 
promoting understanding and support of the program; approves project reports and 
publications; and prepares correspondence, memoranda and other materials. 

 
Knowledge and Abilities Required: 
 
 Knowledge of:  In addition to the knowledge and abilities required at the Assistant 
Administrator, Information and Communication Services level, must have knowledge of 
statewide information processing and telecommunication needs.  Must also have the 
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ability to administer a program of systems analysis, information processing, 
telecommunication services; and to prepare and present a budget. 

 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  - - - -  

 
 This is a change in title, code number, and an amendment to the class DATA 
PROCESSING SYSTEMS ADMINISTRATOR, 17.037, approved on July 26, 1982. 

 
 
 
 

DATE APPROVED: 6/5/92  /s/  Ann K. Kon 
   for  SHARON Y. MIYASHIRO 

Director of Personnel Services 
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