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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

8041 -ETS
ANALYST’S INITIALS

CRM
DATE

4/18/14


	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

Limited Term – 12 months
	TIME BASE

 FORMDROPDOWN 
      
	CBID

   

	OFFICE OF

Enterprise Technology Solutions
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY

$4,619
TO
$6,074
     

	SEND APPLICATION TO:

Department of General Services
P.O. Box 989052
MS 300
West Sacramento, CA  95798-9052
Attn:  Dina Navarra
	REPORTING LOCATION OF POSITION

707 3rd Street, 3rd Floor
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 8:00 a.m. to 5:00 p.m.
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916)  375-4748
	PUBLIC PHONE NUMBER

(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE

Becky Liou
	FILE BY

4/29/14


	Please indicate RPA # 8041 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 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>
Under the general direction of the Data Processing Manager II of Solution Center Services Unit, and Data Processing Manger III of the Enterprise Infrastructure Services Section, the incumbent performs journey level work in support of information technology (IT) systems. <br>  
<br>
ESSENTIAL FUNCTIONS<br> 
In accordance with the above guidelines, the incumbent performs duties in the following areas: <br>
<br>
Incident Management, Change Management, and Release Management<br>
· Analyzes server and computer issues, develops problem resolution such as: system hardware upgrades, system software management, operating system management, file/directory structure and disk/memory management. <br> 
· Develops change for the systems affected by proactive maintenance or reactive issues including creating business case, classifying and prioritizing, assessing customer impact, estimating the effort and duration, establishing communication plans, remediation plans, test plans, back out plans, documenting test results, implementation results and lessons learned in addition to processing the change request. <br>
· Determine system readiness for release in the production of  software and hardware to DGS production environment from the development to the release stage to includeing scheduling both the quality assurance and release cycles. This includes analysis of software defects, issues, risks, change requests, and deployment and packaging. <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 (Limited Term)
	POSITION NUMBER

306-702-1470-900
	RPA NUMBER

8041-ETS 
	FILE BY


4/29/14

	ESSENTIAL FUNCTIONS (continued) <br>
<br>
In order to maintain compliance with State Administrative Manual and ETS Information Technology (IT) Server Administration procedures for both Linux and Microsoft servers, the incumbent will: <br>
· Provide enterprise systems Linux storage including creating, viewing and deleting blocks and external partitions, creating and deploying release packages, creating directories and files, creating, changing and removing file permissions, compressing and uncompressing files, managing system date and time, creating and navigating working directories, auditing security, application and system logs to ensure secure system operations and maximum availability of enterprise servers. <br> 

· Manages virtual memory, checking and analyzing the integrity of patches before installing software packages, deploying release packages, creating directories and files, creating, changing and removing file permissions, compressing and uncompressing files, managing system date and time, creating and navigating working directories, auditing security, application and system logs to ensure secure system operations and maximum availability of enterprise servers. <br> 

· For both Linux and Windows servers provide the analysis and configuration expertise needed to manage system uptime, IP and DNS configuration. <br> 

· For both Linux and Windows hardware platforms use knowledge and skills to manage hardware platforms to provide the installation of the operating systems and applications to include secure and high availability of the platforms and the reliable operations of the system BIOS, interface cards, video, networking, and storage. <br> 

· Provide technical analysis and support in the design, implementation and administration of the enterprise server physical and virtual farm environments. <br>
· Independently determine the best documentation for all procedures and standards around the build of the environments. <br> 

· Ensure that the infrastructure systems are, implemented per DGS’s requirements by completing detailed system analysis. <br> 

<br>
In order to support DGS business units’ operation, data storage and restoration needs, the incumbent will: <br>
· Maintain the enterprise storage and backup solution and tapes and tape drives including the automated tape robot by developing a system backup schedule<br>
· Administrate and monitor multiple enterprise storage and backup devices to ensure  data is available to all DGS users by analyzing system capabilities<br>
· Monitor and respond to e-mail alerts of faulty or error conditions generated by enterprise storage and backup devices in the event of hardware failure by using technical analysis skills to verify error conditions and take corrective actions by analyzing system and developing recommendations for error resolution. <br> 

· Apprise management of the status of all unplanned or untested changes or unresolved issues in accordance with procedures in a timely manner and implement actions for remediation after obtaining approval from management. 

· Determine the appropriate version of data to create restored work and to independently expedite data restoration upon DGS users’ request. <br>
<br>
MARGINAL FUNCTIONS<br>
Provides consultative service to customers and DGS staff on system questions. <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>
· Commitment to provide excellent customer service to all clients<br>
· Proficiency with the Microsoft Office Suite of tools<br>
· Ability to prepare effective analytical reports and/or issue papers

· Ability to create specific goals and plan to prioritize, organize and accomplish assignment<br> 

· Ability to maintain required job schedule<br>
· Ability to focus attention on details and follow work rules<br>
· Ability to handle multiple tasks, be creative, highly motivated and handle rapidly changing priorities<br>
<br>
SPECIAL PERSONAL CHARACTERISTICS: <br> 
Ability to act independently, be open-minded and flexible to the ideas, recommendations, and solutions of others, be tactful and productive in all situations, adapt to constantly changing priorities with little or no warning. <br>
<br>
ADDITIONAL QUALIFICATIONS: <br>
· Knowledge of information technology equipment, software, best practices, and trends<br>
· Knowledge of analytical techniques<br>
· Technical writing skills<br>
· Proficiency with project management principles<br>
· information with information technology systems<br>
· Proficiency with system monitoring processes and problem resolution best practices and procedures<br>
<br>
INTERPERSONAL SKILLS: <br>
· Ability to resolve personal and professional conflict quickly and effectively<br>
· Ability to receive and follow direction from supervisors<br>
· Ability to work overtime with little or no warning<br>
· Ability to learn and apply new skills rapidly<br>
· Ability to follow DGS, State and Department work rules and policies<br>
· Ability to effectively and efficiently communicate with all levels of staff and management by speaking and writing in a clear, concise, and professional manner, and free of technical jargon where appropriate<br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES REQUIRED TO PERFORM DUTIES: <br>
· Requirements ability to effectively handle changing levels of stress and priorities<br>
· Ability to bend, stoop, and kneel for various periods of time<br>
· Ability to lift up to 25 pounds<br>
· Busy professional office environment requiring effective handling of multiple deadlines and sensitive issues<br>
· Wear appropriate attire for a professional office environment<br>



