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	EMPLOYMENT
       OPPORTUNITY
	1.  RPA #
7837 -ETS
ANALYST’S INITIALS
AIO
DATE
12/11/14



	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
Associate Info Systems Analyst 
	POSITION NUMBER
306-072-1470-900
	TENURE
[bookmark: Dropdown1] 
	TIME BASE
[bookmark: Dropdown4] 
	CBID
R01

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

$4,711
TO
$6,195


	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
Dave Cousyn, Data Processing Manager III
	FILE BY
12/29/14



	Please reference RPA #7837-ETS on your State application<br>
Willing to accept T and D assignment<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 are key to the success of the Department’s Mission to “Deliver results by providing timely, cost-effective services and products that support our customers.”  The Department of General Services (DGS) expects its employees to adhere to the DGS Core Values of Integrity, Accountability, Communication, Excellence, Innovation and Teamwork.  Our employees are expected to perform their duties with these values in mind. <br>
<br>
DUTIES<br>
<br>
ESSENTIAL FUNCTIONS<br>  
<br>
IT Project Management Support<br>
<br>
In order to deliver technology driven solutions to meet customer business needs within the guidelines of DGS Enterprise Technology Governance: <br>
· Support the PPM with all phases of an IT project (e.g. enterprise solution implementation/upgrades), including but not limited to; needs assessments, business process review, requirements documentation, alternative solutions research, transition plan development, deliverables review, and analytic support as projects go live. <br>
· Act as technical project lead for development of non-reportable IT projects. <br>
· Review concept papers, decision memos, and charters to ensure they meet the Department of Technology criteria. <br>  
· Provide verbal and written notifications to business partners on proposed IT solutions. Presents recommendations to IT Governance Team on IT solution proposals. <br>
· Support the PPM with developing, analyzing and reviewing Feasibility Study Reports (FSRs), Special Project Reports (SPRs) and Post Implementation Evaluation Reports (PIERs) by researching IT industry trends, new technologies, and State and Departmental IT policies, procedures and processes. Validate completeness and compliance with DGS’ IT Standards, Agency Information Management Strategy (AIMS), and business partner goals. <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
Associate Info Systems Analyst 
	POSITION NUMBER
306-072-1470-900
	RPA NUMBER
7837-ETS
	FILE BY
	12/29/14

	[bookmark: _GoBack]IT Portfolio Management Support<br>
In order to provide state of the art enterprise solution review and alternative processes, and to continuously improve the partnership with the ETS Enterprise Business Management team in accordance with IT industry standards and best practices: <br>
· Facilitates portfolio and project management in an effort to continuously improve the IT acquisition processes, by providing expertise and knowledge on the procurement process cycle, department needs, and data capture information routinely requested by executive management and other departments. <br>
· Provides advice and guidance on new legislative changes, regulatory changes, and new policies and/or procedures that impact IT purchasing and contracting services by meeting with OBAS, state agency contracting officials, buyers, or working-level contacts, at on-site and occasionally off-site locations. <br>
· Create, document, and educate IT staff and business partners, on process models, policies, and procedures in support of the PPM.<br>
· Develop and/or recommend improved acquisition tools and techniques to enhance the IT acquisition process by conducting research on new systems and/or software capabilities, staying current with new technology features, and using internet tools and discussion with suppliers. <br>
<br>
IT Solicitation Preparation<br>
In order to provide guidance to the Office of Business and Acquisition Services (OBAS) procurement on IT enterprise hardware and software purchases: <br>
· Confer with business partners and ETS managers for establishing Statements of Work (SOWs) by developing solicitation documents; referencing State IT standards and specifications, as based on the solicitation method. Prepare IT solicitation packages, review SOWs; negotiate deliverables and payment instructions defining scope, needs, and legal requirements such as contract terms and conditions, insurance, bonds, support and licenses. <br>
· Develop the most complex IT procurement packages through research of the above-referenced IT procurement laws, regulations, policies and procedures, including determining the type of procurement and threshold requirements; and prepare package documents such as the IT justification, solicitation, supporting verifications, reporting and award documents. <br>
· Obtain the required approvals by the ETS management and CIO; forward the approved procurement package to OBAS. Respond to IT related questions by purchasing agent. <br>
· Prepare and complete the implementation of the awarding IT contract; tracking and monitoring the timelines for deadlines. <br>
· Act as subject matter expert on IT contractual language. In conjunction with the purchasing agent, prepares written and oral recommendations to the Chief Information Officer, and legal staff for inquiries relative to award, acceptance, execution, and termination of contract documents. <br>
· In partnership with OBAS, promote IT Small Business (SB) and Disabled Veterans Business Enterprise (DVBE) participation. <br>
· Act as liaison between ETS and OBAS to ensure IT compliance and required IT policies, procedures and documentation standards are met. <br>
<br>
Technology Research and Development<br>  r>
· Researches new technologies and business analytics.<br>
· Understands, promotes and embraces the ETS Enterprise Portfolio and Enterprise Business Manager models. <br>  
· Explores training and workshop opportunities to improve business processes including communications, analysis, project management and solution lifecycle.<br>
<br>
MARGINAL FUNCTIONS<br>
· Attend meetings and training as needed; <br>
· Work with staff to ensure adherence to related policies, guidelines, formats and protocols. <br>
<br>
KNOWLEDGE 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>

DESIRABLE QUALIFICATIONS: <br>
· Demonstrated knowledge of the organization’s core business processes and operations. <br>
· Experience with business and technical requirements analysis, elicitation, modeling, verification, and methodology development. <br>
· Ability to apply statistical and other research methods into IT systems issues and products as required. <br>
· Knowledge of Department of Technology IT Regulations, Standards, and Procurement Mandates, Public Contract Code (PCC), Government Code, Business and Professions Code, State Administrative Manual (SAM), State Information Management Manual (SIMM), and Uniform Commercial Code (UCC). <br>
· Knowledge of current State procurement laws, regulations, policies, procedures; <br>
· Proficiency with personal computer and Microsoft Office Suite and the Internet.  Experience with Microsoft PowerPoint, Visio, and Project<br>
· Experience working with both departmental and office teams resolving various acquisition issues. <br>
· Experience handling multiple courses of action simultaneously. <br>
· Ability to express ideas and information clearly and accurately, both orally and in writing, with all levels of management, including executives and peers, attorneys, and external customers. <br>
· Ability to exercise a high degree of initiative, independence, and originality. <br>
<br>
SPECIAL PERSONAL CHARACTERISTICS:<br>
· Excellent analytical and problem solving skills<br>
· Good organizational and time management skills<br>
· Ability to effectively handle stress, prioritize multiple tasks, and meet deadlines<br>
· Dependable, responsible, positive attitude, and excellent attendance<br>
· Effective ability to interpret written materials and convey information to peers, management, and business partners<br>
· Ability to lead and participate in IT teams<br>
· Ability to provide objective overview of situations<br>
· Willingness to accept challenges and handle multiple IT projects simultaneously<br>
<br>
INTERPERSONAL SKILLS: <br>
· Ability to work as a team member and independently; <br>
· Demonstrate a positive influence on office morale and team work environment. <br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES REQUIRED TO PERFORM DUTIES: <br>
· Professional office environment, appropriate business attire required; <br>
· Daily use of phone, copiers and general office and communication equipment<br>
· Occasional use of laptop computer<br>
· Frequent use of a computer and related software applications and the Internet Sitting in a seated position for extended periods of time<br>
<br>
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