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	EMPLOYMENT
       OPPORTUNITY
	1.  RPA #
7771 -ETS
ANALYST’S INITIALS
AIO
DATE
7/1/2014



	YOU MUST BE A PERMANENT OR PROBATIONARY STATE EMPLOYEE, A FORMER PERMANENT OR PROBATIONARY EMPLOYEE OR ON AN EMPLOYMENT LIST FOR THIS CLASSIFICATION IN ORDER TO APPLY FOR THIS POSITION.

	CLASS TITLE
Staff Information Systems Analyst (Specialist) 
	POSITION NUMBER
306-072-1312-005
	TENURE
[bookmark: Dropdown1] 
	TIME BASE
[bookmark: Dropdown4] 
	CBID
R01

	OFFICE OF
Enterprise Technology Solutions
	LOCATION OF POSITION (CITY or COUNTY)
West Sacramento
	 SALARY

$5,065
TO
$6,660


	SEND APPLICATION TO:
Department of General Services
P.O. Box 989052
MS 300
West Sacramento, CA  95798-9052
Attn:  Mindy Graybill
	REPORTING LOCATION OF POSITION
707 3rd Street, 3rd Floor
	

	
	SHIFT AND WORKING HOURS
 - 8:00 a.m. to 5:00 p.m.
	

	
	WORKING DAYS, SCHEDULED DAYS OFF
[bookmark: Text78][bookmark: Text79][bookmark: Text80]MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER
(916)  375-4786
	PUBLIC PHONE NUMBER
(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE
Terri Bollinger, Data Processing Manager III
	FILE BY
7/14/2014



	Please reference RPA #7771 –ETS on your State application<br>
<br>
SELECTION CRITERIA - - <br>
· Please submit a completed State Application (STD 678) and resume to the address above.<br>
· SROA/Surplus employees are encouraged to apply. <br>
· Transfers, reinstatements, or recruitment from the employment list may be considered.  Consideration may be given to applicants on another Department’s employment list, provided the criteria are met to transfer the eligibility from the employment list to DGS’ employment list. <br>
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. <br>
<br>
The Department of General Services’ (DGS) Core Values and Employee Expectations are key to the success of the Department’s Mission. That mission is to “Deliver results by providing timely, cost-effective services and products that support our customers.”   DGS employees are to adhere to the Core Values and Employee Expectations, and to perform their duties in a way that exhibits and promotes those values and expectations. <br>
<br>
ESSENTIAL FUNCTIONS<br>  
Desktop Support<br>
· Performs complex analysis on desktop, laptop, and mobile device hardware/software issues, documents technical problems, and presents to management recommended effective solutions on highly customized systems for various DGS Divisions/Offices. Writes scripts and provides training to help desk/desktop support staff on accepted solutions and new technologies. <br>   
· Responds to customers’ complex desktop, laptop, and mobile device needs that cannot be resolved. Requests vary and relate to specialized applications (e.g. ABMS and Practice Manager). Update ETS’ established Desktop Support Procedures Manual and scripts as change occurs; train staff as necessary. <br>
·  Document customers’ current computer settings by physically or remotely analyzing the more complex legacy desktop/laptop hardware (memory, processor speed, etc.) and software settings, in order to resolve issues, identify security gaps, and recommend upgrade/replacement as appropriate. <br>
· Monitor first level escalation Remedy tickets, assist with resolve as necessary, and escalate unresolved IT tickets to management. <br>
· Responsible for updating the ETS’ IT published standards, policies, procedures, and processes and training staff on revisions/additions. Educate customers on ETS’ published documents. <br>
<br>



	
CALIFORNIA STATE GOVERNMENT  EQUAL OPPORTUNITY TO ALL REGARDLESS OF RACE, COLOR, CREED, NATIONAL ORIGIN, ANCESTRY, SEX, MARITAL STATUS, DISABILITY, RELIGIOUS OR POLITICAL AFFILIATION, AGE OR SEXUAL ORIENTATION.   IT IS THE OBJECTIVE OF THE STATE OF CALIFORNIA TO ACHIEVE 
A DRUG FREE WORK PLACE.  ANY APPLICANT FOR STATE EMPLOYMENT WILL BE EXPECTED TO BEHAVE IN ACCORDANCE WITH THIS OBJECTIVE BECAUSE 
THE USE OF ILLEGAL DRUGS IS INCONSISTENT WITH THE LAW OF THE STATE, CIVIL SERVICE RULES, AND A SPECIAL TRUST PLACED IN PUBLIC SERVANTS.
DGS JOB HOTLINE PHONE (916) 322-5990                            CALIFORNIA RELAY SERVICE FROM TDD PHONES 1-800-735-2929
GS1T (REV. 1/98) - BPM 03/00



	 CLASS TITLE
Staff Information Systems Analyst 
	POSITION NUMBER
306-072-1312-005
	RPA NUMBER
7771 - ETS 
	FILE BY
	7/14/2014

	Technical Lead<br>

· Acts as lead over for a team of end-user workspace unit technicians. Acts as backup lead to Help Desk Assistant and Associate ISAs as necessary. <br>
· Lead desktop/laptop team in statewide deployment; by utilizing complex computer imaging software tools, updating images as needed and configuring business related software, internet favorites, and Outlook settings utilizing, and updating, as appropriate, established installation procedures. <br>
· Lead offsite teams in delivery and setup of offsite workstations; assist in troubleshooting the more complex issues if setup fails.<br>
· Provide technical guidance to team members in order to complete assignments using written and verbal communication. <br>
<br>
Technical Analysis<br>

· Research new technologies through professional publications and organizations, networking with peers in private and public industry, the internet, and social media. <br>
· Consult with industry experts by attending technical seminars and training classes. <br>
· Analyze both hardware and software options to evaluate products by installing products in a test environment and preparing written recommendations to management using product specifications and supporting detail analysis. <br>
<br>
Project Management<br>
· Modify or create procedures, scripts, and installation instructions using the department’s standard office productivity tools. <br>
· Test installation procedures and instructions by using internal procedures and best practice methodologies. <br>
· Communicate up to date status on tasks and projects to customers, management, and peers, using email, meetings, and written status reports, in accordance with ETS communication templates. <br>
<br>

MARGINAL FUNCTIONS<br>

Maintains professional and technical knowledge by attending educational workshops, viewing professional publications, establishing networks, and participating in information technology organization forums in order to be knowledgeable in new technologies. <br>
<br>
In order to adhere to DGS IT purchasing policies and procedures, acts as a subject matter expert for the completion of the Desktop and Mobile Computing Justification form. <br>
<br>
KNOWLEDGE, SKILLS AND ABILITIES <br>

Knowledge of:  Principles of public administration, organization, and management; information technology systems equipment, software, and practices; analytical techniques; technical report writing. <br>
<br>
Ability to:  Analyze information and situations, identify and solve problems, reason logically, and draw valid conclusions; develop effective solutions; apply creative thinking in the design of methods of processing information with information technology systems; monitor and resolve problems with information technology systems hardware, software, and processes; establish and maintain effective working relationships with others; communicate effectively. <br>
<br>


SPECIAL PERSONAL CHARACTERISTICS<br>  
A demonstrated interest in assuming increasing responsibility; mature judgment; poise; tact; and discretion. <br>
<br>
DESIRABLE QUALIFICATIONS <br>
· Ability to communicate effectively <br>
· Ability to receive and follow direction from management<br>
· Excellent analytical skills to troubleshoot problems, offer alternatives, and recommend problem resolution<br>
· Ability to learn new technologies and present information to teams<br>
· Ability to prepare effective reports<br>
· Ability to focus attention on details and follow work rules<br>
· Proficiency with the Microsoft Office Suite 2010 of tools, Win XP, Win-7, MS Live Meeting, Go to Assist, Dameware, Remedy, Attachmate, Acronis, Mobile Iron and other office tools<br>
· Ability to handle multiple tasks, be creative, highly motivated and handle rapidly changing priorities<br>
<br>
INTERPERSONAL SKILLS <br>
· Ability to act independently, be open-minded and flexible to other ideas and solutions, and be tactful<br>
· Demonstrate leadership ability<br>
· Work effectively under tight time constraints, customer demands, and the pressure of multiple deadlines<br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES <br>
· Busy professional office environment requiring effective handling of multiple deadlines and sensitive issues<br>
· Must possess a valid California Driver’s license<br>
· Willingness to work overtime on an occasional basis<br>
· Willingness to travel locally for meetings and off-site support, and occasionally out of town for equipment deployments<br>
· Frequent bending, stooping, and kneeling<br>
· Occasional lifting of IT equipment up to 30 pounds and carrying with assistance of rolling carts<br>
<br>
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