
 
 

Management Information Systems (MIS) Director  
 

 
ORGANIZATIONAL PROFILE:  The Mayor’s Office of Contract Services (MOCS) supports the 
procurement activities of City agencies; maintains a comprehensive contract information system 
known as VENDEX; provides online access to public contract information through its Public 
Access Center; directs the City’s procurement reform, streamlining and new technology efforts; 
fosters contacts with the vendor community; and administers public hearings for contracts, real 
property, franchises and concessions, and in rem property foreclosure releases.  The Director is 
the City Chief Procurement Officer.   
 
JOB DESCRIPTION:  Under the direction of the First Deputy Director, with latitude for the 
exercise of independent judgment, the principal duties and responsibilities of the MIS Director 
are as follows: 

 Oversee all IT operations and coordinating internally as well as with external technology 
partners  

 Manage team responsible for system administration and infrastructure, help desk, 
telecom, and network support including off-hour support.  

 Build strong relationships with the City’s centralized IT agency (DoITT) to coordinate 
successful deployments and ongoing support of our technologies on the city’s shared 
services platform.  

 Work with the IT managers to manage annual budget for hardware purchases and 
software license renewals; support the development and evaluation of technology-
related procurements; negotiate and manage vendor scope, project delivery and 
execution.  

 Work with Project and Product Managers to determine timelines and project tasks.  

 Provide direction on the integration of technology infrastructure, hardware, software and 
security to support [24x7 availability] existing and new digital product development.  

 Become the resident expert on Citywide technology policies as established and 
disseminated by DoITT.  

 Manage and advise in special technology projects and initiatives.   

 
MINIMUM QUALIFICATION REQUIREMENTS: 
 
1. A master's degree in computer science from an accredited college and three years of 

progressively more responsible, full-time, satisfactory experience using information 
technology in computer applications programming, systems programming, computer 
systems development, data telecommunications, database administration, planning of 
data/information processing, user services, or area networks at least 18 months of this 
experience must have been in an administrative, managerial or executive capacity in the 



areas of computer applications programming, systems programming, computer systems 
development, data telecommunications, data base administration, or planning of data 
processing or in the supervision of staff performing these duties; or 

2. A baccalaureate degree from an accredited college and four years of experience as 
described in "1" above; or 

3. A four-year high school diploma or its educational equivalent approved by a State's 
department of education or recognized accrediting organization and six years of experience 
as described in  
"1" above; or A satisfactory combination of education and experience equivalent to "1", "2" 
or "3" above. However, all candidates must have at least a four-year high school diploma or 
its educational equivalent approved by a State's department of education or recognized 
accrediting organization and must possess at least three years of experience as described 
in "1" above, including the 18 months of administrative, managerial, executive or supervisory 
experience as described in 
"1" above. 
Qualification Requirements (continued) 
NOTE: The following types of experience are not acceptable: superficial use of 
preprogrammed software without complex programming, design, implementation or 
management of the product; use of word processing packages; use of a hand held 
calculator; primarily the entering or updating of data in a system; the operation of data 
processing hardware or consoles 

 
PREFERRED QUALIFICATIONS AND/OR SKILLS: 

1. Understanding of the City’s technical environment and experience working closely with 
DoITT or public IT infrastructure  

2. Experience leading a major change or transformation effort.  
3. Direct experience developing and managing software and resource procurements.  
4. Demonstrated experience managing diverse staff and functional areas.  
5. Outstanding organizational communication, collaboration and team building skills and 

ability to function in a matrix environment with collaborative decision making.  
6. Experience in systems development lifecycle and strong understanding of information 

technology systems development, project management, and maintenance practices.  

SALARY: Commensurate with experience  
 

TO APPLY:  Please submit a resume, cover letter and three (3) references to Candidate 
Application. 

 
New York City Residency is Required Within 90 Days of Appointment 

The City of New York and The Office of The Mayor are Equal Opportunity Employers 

 

https://a002-oom03.nyc.gov/IRM/EventRegistration/RegForm.aspx?eventGuid=4645fdd8-310d-4db6-884b-e64d4d17fefd&jobid=15227&pos=MIS%20Director
https://a002-oom03.nyc.gov/IRM/EventRegistration/RegForm.aspx?eventGuid=4645fdd8-310d-4db6-884b-e64d4d17fefd&jobid=15227&pos=MIS%20Director

