Information Technology Business Administrator
Dutchess County Office of Central and Information Services (OCIS)
Salary: $88,751 (2024 Salary)

This is a provisional position pending a future civil service exam. This position is responsible for
the financial operations of an information technology (IT) department, ensuring alignment between
fiscal management and IT operational needs. The incumbent will ensure the department’s financial
responsibilities, including efficient handling of billing, accounts payable, contract processing, and
equipment ordering and tracking duties. The incumbent will also perform financial planning,
budgeting, and reporting activities for both the computer and central services divisions of the
department and will collaborate with technical personnel and department leadership to achieve
strategic goals. The class differs from fiscal and business officers in other departments in that it
requires the incumbent to have a strong foundation in data processing and information technology
concepts, and technical skills. Work is carried out under the general supervision of a higher-level
employee. Supervision may be exercised over lower-level personnel.

TYPICAL WORK ACTIVITIES:

Participates in the annual budgeting process, assisting the Office of Central and Information
Services (OCIS) management with budget planning, preparation, and entry; monitors long-and
short-range budget related to department activities to ensure goals are met; prepares and analyzes
financial reports to help monitor and forecast revenue collection, accounts payable, and annual
budgets; collaborates with contractors, vendors and department management to negotiate new
agreements; monitors agreements throughout their lifecycle including reviewing for compliance,
appropriateness, and adherence to contract activities, and adherence; renews as appropriate, and
verifies that vendor invoices and payments are made according to payment schedules; tracks
accounts payable to ensure costs are distributed properly, oversees entries completed by lower-
level staff for correctness and timeliness, and prepares accurate projections in order to forecast
trends in pricing and research; keeps up to date on the latest trends in the utility of equipment and
related software and services and is responsible for the procurement of countywide IT related
equipment, adhering to policies and procedures; conducts cost-benefit analyses for acquisition
alternatives; establishes costing methods and administers and maintains billing system; must have
hands-on approach to revenues and should be able to manage resources, as well as research and
develop possible untapped revenue streams including applying for appropriate grants; coordinates
with other departments to conduct inter-departmental billing and revenue collection and maximize
reimbursement opportunities for the department and the county; participates in financial planning
for application selection, systems development, maintenance, and enhancement.

MINIMUM QUALIFICATIONS:

EITHER: (A)  Master’s degree in business administration, finance, accounting, information
systems, information technology, or a closely related field AND three (3)
years of recent full-time paid work experience in business administration or
financial management, which included two (2) years in the field of
information technology systems and operations;

OR: (B)  Bachelor’s degree in business administration, finance, accounting,
information systems, information technology, or a closely related field as
described in (A) AND four (4) years of recent full-time paid work
experience as described in (A);

OR: (C)  Associate’s degree in business administration, finance, accounting,
information systems, information technology, or a closely related field as
described in (A) AND six (6) years of recent full-time paid work experience
as described in (A);

OR: (D)  An equivalent combination of education and experience as indicated in (A)
through (C).

NOTE: Recent work experience is defined as work occurring within the ten (10) years immediately
prior to the date of application.

NOTE: Qualifying work experience in business administration includes activities directly related to
financial management of accounts payable, accounts receivable, annual budget preparation,
contract management, and procurement. Knowledge of information technology systems and



operations includes understanding the terms, concepts, operations, and other activities required to
develop, deploy, and maintain modern information technology devices and software for networks,
infrastructure, applications, data management, and security.

NOTE: Your degree or college credit must have been awarded by a college or university accredited
by a regional, national, or specialized agency recognized as an accrediting agency by the U.S.
Department of Education/U.S. Secretary of Education.

FINGERPRINTING: A fingerprint supported background investigation is required before an
appointment is made to some positions. Pursuant to New York State Executive Law, the Division
of Criminal Justice Services requires that a fee accompany each such request for a search. It is
due once a job offer is made and accepted by the applicant.

For immediate consideration, submit an application on or before April 13th, 2025.
Apply online at www.dutchessny.gov/jobs,
OR
Download an application from www.dutchessny.gov/jobs,
and mail it to the Dutchess County Department of Human Resources, 22 Market Street,
Poughkeepsie, NY 12601

An EEO/AA Employer

Posted: 2/19/25
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