REGIONAL MUNICIPALITY
°"WooD BUFFALO

C

Electronic Information M anagement Systems Coor dinator
(EIMS)
Legidative and Legal Services Department

Thisis apermanent full-time postion working thirty-five (35) hours per week.

Are you interested in joining a close-knit friendly smal team and being responsible for implementing a new
software tool throughout the municipdity that will revolutionize and improve information management and

overdl gaff effectiveness?

Working under broad assgnments you will coordinate the municipa wide implementation of the Electronic
Information Management System (EIMS) which is an integrated suite of software products intending to
provide document management, emall management, records management (both physical and dectronic
records), web content management, business process (workflow) management and collaboration tools.
This postion will deploy, implement and provide on-going support of the EIM agpplication to ensure data
and metadata accessihility, security and integrity. The position will aso provide ongoing gpplication leve

technica support to EIM users and will develop and deliver training materias and sessions.

Qualifications
- High schoal diplomaor GED isrequired.
Two (2) year diplomain information management, information systems devel opmert, business
administration, business process analyss or project management is required.
A degreein one of the above disciplinesis preferred.

Professond Certification in one or more of the below is preferred:
- Cetified Document Imaging Architect (CDIA+)
AlIM (Associaion of Information & Image Mgmt.) Enterprise Content Management (ECMP
or ECM® Certificate
Post secondary diploma or certificate in records management.

Minimum of two (2) years of progressvely responsible experiencein one or more of thefidds of
business process andlys's, systems development, information management or records managemen.

Experience adminidrating or using eectronic information management tools such as document
management, email management and work flow/business process management is preferred.
Knowledge of records management and exposure to Open Text Liveink software are assets.
Extensve knowledge of current and emerging EIM technol ogies/applications.
Knowledge of Windows operating systems.

Knowledge of current and emerging office productivity tools (Microsoft Outlook, Word, Excd,

PowerPoint, Access, Visio, Project, &c.).
Data migration and vaidation experience.

Ability to assess the impact of changesin operating system and/or office productivity tools on the

EIM technologies/applications.



Experiencein EIM adminigration.

Knowledge of AlbertaMunicipdities mandates, legidation, organizationa structures, business and
operationa plans and information architectures.

Ability to analyze complex work processes.

Ability to lead and prioritize multiple tasks.

Ability to provide excdllent customer service.

Ability to work under pressure.

Project management skills to manage complex projects.

Strong verbd and written communication skillsincluding presentation skills.
Negotiation and conflict resolution skills.

Change management skills and abilities.

Salary $35.86 (Temporary Rate)
$39.32 - $42.16 (Permanent Rates)

In addition to the rate of pay, we offer other attractive incentives:
-excellent training and development opportunities
-an extensive employer paid benefits plan
-home equity protection program
-an additional annual payment of $12,480 which representsa cost of living
allowance

Competition Number 08-0347
Closing Date January 16, 2009
Submit resumeto: The Regiond Municipaity of Wood Buffdo, Human Resources Department, Suite 103

— 9816 Hardin Street Building, Fort McMurray, AB, Fax (780) 743-5401, or apply onlineto
www.woodbuffalo.ab.ca

We appreciate the interest of all applicants; however,
only those individual s selected for interviews will be contacted.



