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	EMPLOYMENT
       OPPORTUNITY
	1.  RPA #
8839 - ETS
ANALYST’S INITIALS
AIO
DATE
7/23/2014



	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 Inform Systems Analyst (Spec)
	POSITION NUMBER
306-072-1312-043
	TENURE
[bookmark: Dropdown1] 
	TIME BASE
[bookmark: Dropdown4] 
	CBID
R01

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

$5,166
TO
$6,793


	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)  375-4813
	PUBLIC PHONE NUMBER
(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE
Jayna Toyama
	FILE BY
8/11/14



	Please reference RPA # ETS–8839 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, the Staff Information Systems Analyst performs the following duties in support of the Enterprise Technology Solution (ETS), Enterprise Workspace Services Section (EWS), Enterprise Business Management Unit (EBM).  Acts as a lead business analyst on complex information technology studies and/or systems, works on complex information technology systems problems, and serves as the advanced business analyst performing complex studies, requirements gathering, analysis and recommendations on complex information technology solutions. <br>
<br>
ESSENTIAL FUNCTIONS<br>  
In order to elicit, analyze, specify, and validate the business needs of project stakeholders, and assist business partners in aligning technology roadmaps with strategic objectives in accordance with ETS Strategic Plans and Division/Office Partner Objectives : <br>
· Proactively collaborates with project managers and project sponsors to determine project scope and vision. <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.
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· Conduct interviews to gather complex user requirements via workshops, questionnaires, surveys, site visits, workflow storyboards, use cases, scenarios, and other methods. <br>
· [bookmark: _GoBack]Identify and establish scope and parameters of detailed requirements analysis on a business case by business case basis to define business impact, outcome criteria, and metrics. <br>
· Resolve complex business challenges by leveraging ETS portfolio for new initiatives. <br>
· Research, review, and analyze the effectiveness and efficiency of existing requirements gathering processes and develop strategies for enhancing or further leveraging these processes. <br>
<br>
In order to provide exemplary quality customer service to DGS Divisions/Offices and external agencies, customers, and/or end users, and to evaluate and implement enterprise solutions on their behalf, in support of implementing enterprise solutions: <br>
· Develops an understanding of customers’ complex business strategies to provide recommendations for solutions. <br>
· Analyze and verify requirements for completeness, consistency, comprehensibility, feasibility, and conformity to standards. <br>
· Develop and utilize standard templates to accurately and concisely write requirements specifications. <br>
· Translate high level, detailed user requirements into functional requirements in a clear manner that is comprehensible to developers/project team. <br>
· Where applicable, develop prototypes of interfaces and attributes based on the user requirements. <br>
· Create process models, specifications, diagrams, and charts to provide direction to developers and/or the project team. <br>
· Interpret user requirements into feasible options, and communicate back to the business stakeholders. <br>
<br>
In order to facilitate the delivery, acquisition and deployment of enterprise technology solutions and control the flow of project/process information for DGS Divisions/Offices, external agency customers, and ETS management, in accordance with industry best practices and DGS policies and procedures: <br>
· Manages projects and/or leads team in the project planning, initiation, executing, controlling and close-out activities of customer’s complex IT projects.  Including editing, creating project charters, project management plans; documenting business problems, requirements, evaluation of proposed alternatives; leading planning sessions; prepare independent project oversight reports for management; and provide regular verbal and written status reports to customers and management. <br>
· Reviews, analyzes and evaluates customer proposed Feasibility Study Reports (FSRs), Special Project Reports (SPRs) and Post Implementation Evaluation Reports (PIERs) by applying current knowledge of industry trends and state and departmental policies by reviewing the completeness of the proposed FSR and compliance with the DGS IT Standards and DGS IT Strategic Plan and contributing to ETS policy updates. <br>
· Conducts research on software and hardware products to meet agreed upon requirements and to support purchasing efforts. <br>
· Participate in the quality assurance of purchased solutions to ensure features and functions have been enabled and optimized. <br>
· Participate in the selection of any requirements documentation software solutions that the organization may request<br>
<br>
In order to provide state of the art enterprise solution review and alternative processes and to continuously improve the Enterprise Business Management team in accordance with industry standards and best practices: <br>

· Researches new technologies and business analytics. <br>
· Understands, promotes and embraces the ETS Enterprise Portfolio model. <br>
· Explores training and workshop opportunities to improve business processes including communications, analysis, project management and solution lifecycle. <br>
· Provide guidance to team members. <br>
<br>







In order to ensure full understanding and compliance of DGS ETS policies and procedural information governing the use, acquisition and management of ETS within DGS in accordance with the above guidelines: <br>

· Stays abreast of all policies and processes governing or impacting DGS businesses. <br>
· Participates in and actively monitors enterprise strategic initiatives, goals, missions and values. <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>
Knowledge & Experience<br>

· Demonstrated knowledge of the organization’s core business process and operations. <br>
· Experience with business and technical requirements analysis, elicitation, modeling, verification, and methodology development. <br>
· Experience participating in the design, development, and implementation of software and hardware solutions, systems, or products. <br>
· Ability to create systematic and consistent requirements specifications in both technical and user-friendly language. <br>
· Ability to apply statistical and other research methods into systems issues and products as required. <br>
· Demonstrated project management skills and project management software skills, including planning and organizing resources. <br>
· Understanding of application development and software development life cycle concepts. <br>
· Working knowledge of network and workstation operating systems, including the network and operating systems in use in DGS. <br>
· Working knowledge of current network hardware, protocols, and standards. <br>
· Extensive experience with the organization’s core software applications, including list the organization’s core software applications. <br>
· Excellent understanding of the organization’s goals and objectives. <br>
<br>
Personal Attributes<br>

· Able to exercise independent judgment and take action on it. <br>
· Excellent analytical, mathematical, and creative problem-solving skills. <br>
· Excellent listening, interpersonal, written, and oral communication skills. <br>
· Logical and efficient, with keen attention to detail. <br>
· Highly self-motivated and directed. <br>
· Ability to effectively prioritize and execute tasks while under pressure. <br>
· Strong customer service orientation. <br>
· Experience working in a team-oriented, collaborative environment. <br>
<br>
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