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Government of Anguilla 

	JOB DESCRIPTION - 1 

	 

JOB TITLE:  Information Communications Technology Manager
 

	 

MINISTRY

 

Finance & Economic Development
	 

DEPARTMENT

 

Inland Revenue Department
	 

SECTION

ICT
	 

UNIT

 

 ICT Design and Support

	 

GEOGRAPHIC LOCATION

 

The Valley
	 
TITLE OF IMMEDIATE SUPERVISOR   

 

Comptroller of IRD

	MANDATE
    
To plan, direct and control the strategic and operational management of the Information Communication and Technology needs of the inland Revenue Department function so as to ensure the achievement of established departmental targets and objectives. 


            

	A. KEY FUNCTIONS
1. Coordinate with the DITES any changes required to IT systems resulting from business process re-engineering/transformation.

2. Provide support on matters related to system functionality, for all Government departments using the Tax Administration System.

3. Ensure that the Tax Administration System constantly supports the requirements of the Government and the revenue types and fees of the various departments are regularly updated.

4. Maintain and enforce the security procedures in collaboration with the DITES to ensure that the Tax Administration information system, the IRD website and online portal remain protected at all times.

5. Develop and implement ICT Strategies, policies and procedures to deliver requisite solutions as a service for IRD on an ongoing basis.
6. Liaise and coordinate system maintenance activities with DITES officers and System Developers, to ensure that the tax administration operating environment, IRD website and online portal remains stable and performs optimally at all times.



	7. KEY DUTIES
1. Plan, coordinate and monitor the implementation of all Information and communication systems.
1. Manage the daily operations and administration of the Information Systems and oversee the work of subordinate staff. 
2. Develop systems and procedures to maintain the integrity of Information Systems and data quality captured by IRD.

2. Integrate new features in existing software and developing new software applications required by the IRD function.
3. Develop and monitor the utilization of subordinate personnel so as to create and maintain effective levels of productivity. 


	JOB TITLE:  Information Communications Technology Manager

	B. KEY DUTIES CONT’D

1. Provide support on matters related to system functionality, for all Government departments using the Tax Administration System.

2. Liaise and coordinate system maintenance activities with DITES officers and System Developers, to ensure that the tax administration operating environment, IRD website and online portal remains stable and performs optimally at all times.
3. Work in close collaboration with DITES to ensure that the GST standards and IRD Business Continuity Plans     are supported and maintained.

4. Work in close collaboration with DITES to ensure that the GST standards and IRD Business Continuity Plans are supported and maintained. 
5. Administer of IRD application IT systems (SIGTAS, GST, and MTS).
6. Develop and implement policies and procedures for electronic data processing, Information Systems operations and development to ensure compliance with configuration standards are consistent with departmental requirements, security policies and industry best practice.
7. Monitor the application and implementation of established computer systems access Management policies, procedures, and security measures at IRD to ensure the achievement of Information and Communication Technology objectives, plans and programmes.

8. Investigate report and respond to computer systems complaints from all users and initiate or recommend appropriate corrective action.

9. Administer the operations and management of the Information Systems and Technology function so as to ensure the achievement of operational and strategic objectives.

10. Ensure that vendor support relative to hardware, software and telecommunications is adequate and that preventative maintenance schedules are established and strictly adhered to.

11. Undertake the analysis of the needs of the Inland Revenue Department and establish priorities for developing new and /or modifying Information Systems.

12. Prepare systems performance, informational, statistical reports and data for decision-making, planning and evaluation as required. Exchange data and share information with local, regional and international bodies.

13. Develop and implement strategies for capacity planning for performance optimization of hardware/software based on current and future departmental goals and strategic objectives. Perform cost-benefits analysis on all recommended strategies.

14. Manage, Organize, coordinate and control the ICT strategy for the Inland Revenue Department function in Anguilla to ensure compliance with established ordinances, regulations, standards and procedures.

15. Plan, organize and arrange training of users in new system features and software as required.

16. Maintain the content on the IRD website and other applications.
EXPECTATIONS
17. Act as a catalyst for change, model change and build capacity for managing change throughout the ministry/department/orgainsation. Influence others to translate vision into action.

18. Create and support a culture that focusses on creativity, innovation and knowledge. 

19. Promote a culture of open and transparent communication. 

20. Embrace technology by utilizing all available ICT/media/mass communication to ensure that relevant messages and/or responses to the services offered are disseminated accurately, courteously and timely.

21. Hold up the Leadership statement as a mirror to your own behavior in a challenging and constructive way.

22. Foster a culture of teamwork and collaboration. 

23. Participate in disaster management activities designed to prepare, mitigate against and respond to disaster events. 

24. Develop and implement strategies for improving and maintaining a high level of Customer Services in the public sector. 
25. Perform other duties as required by the job function or as directed by the Comptroller of IRD.



	 
JOB TITLE:  Information Communications Technology Manager

	26. KEY RELATIONSHIPS
 

1. Report to the Comptroller of IRD.
2. Supervise ICT Administrators, troubleshoot, 
3. Liaise with the Government IT as required.
4. Liaise with Senior Management, Government agencies, local, regional/international organizations and agencies as required. 
5. Liaise with government Revenue Collection Departments
6. Liaise with DITES and developers
 

	 

27. KEY AUTHORITIES            

Authorized to:

· Manage, supervise and monitor the daily computer systems software/hardware operations of the Inland Revenue Department.

·  Monitor and control all mechanisms, systems, and measures at IRD.
· Update and maintain the base tables of the tax administration systems (GST, MTS,SIGTAS)

· Enforce security policies.

· Train all users of the Tax Administration Systems



	28. KEY REPORTS

 
Annual reports include
 
1. Systems Performance
2. Statistical Reports 
3. Hardware Inventory Reports 

4. Other operational reports

 

	 
29. PERFORMANCE PARAMETERS
 
1. Degree of Information Systems/procedures compliance within the Internal Revenue Department. 
2. Timeliness, Quality and reliability of reports and records.
3. Analysis of reports and data; identify trends for evaluating efficiency and effectiveness of the Department Activities.
4. Extent to which courses of action recommended are followed and desired results achieved.
5. Degree of Public Service compliance with information systems technology and the ICT strategy, policies and procedures.
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	30. SCOPE OF THE JOB
 

This job has responsibility for Information and Communication Technology functions within the IRD processes with regards to revenue collection, trade facilitation and protection of society functions of IRD Department, executively for procedural, operational and Information Systems compliance and participative or consultatively for IRD policy formulation and development.
 

	 
31. PERSONAL QUALIFICATIONS
 

The incumbent must possess well developed knowledge and skills in the design, installation, testing, maintenance operation and management of Information Systems. The incumbent should also possess sound knowledge of Information Systems and Technology issues, policies, procedures and challenges, analytical, diagnostic and problem solving abilities, interpretative judgment, project management skills and an understanding of the strategic and business management functions in reference to Governmental operations, strategic management and business planning skills, good interpersonal and communicative skills – verbal and written, negotiating ability and interpretative judgment; the ability to supervise, train, motivate and develop subordinates; be able to establish and maintain positive and cooperative working relationships with those contacted in the course of work at all levels, with a focus on quality service to internal and external customers.
Such knowledge, skills and abilities are normally obtained in the process of acquisition of a Bachelors’ Degree or equivalent accreditation in Computer Science or a related discipline with at least five (5) years experience in a similar or related job function.



	This document is intended to reflect those factors considered necessary to describe the principal functions of your job and should not be construed as a detailed description of all work requirements that may be inherent in the job.
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