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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

ETS -8967
ANALYST’S INITIALS

AIO
DATE

9/10/14


	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 Information Systems Analyst (Specialist) 
	POSITION NUMBER

306-072-1470-050
	TENURE

 FORMDROPDOWN 
 
	TIME BASE

 FORMDROPDOWN 
 
	CBID

R01

	OFFICE OF

Enterprise Technology Solutions
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 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

 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)  375-4786
	PUBLIC PHONE NUMBER

(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE

Trisha Roman, DPM III 
	FILE BY

9/25/14


	Please indicate RPA # 8967 on your State application<br>
Willing to accept T and D assignment<br>
This position may be downgraded to Assistant Information Systems Analyst (Spec.) for recruitment purposes<br>
<br>
All work will be accomplished in accordance with DGS Information Technology Standards; the State Administrative Manual (SAM) Sections 4800 through 5953 and Sections 6700 through 6780; Department of Finance’s (DOF) Statewide Information Management Manual (SIMM); DOF’s Office of Technology Review, Oversight and Security (OTROS) rules and policies; DOF’s Desktop and Mobile Computing Policy (DMCP); DOF Budget Letters; the State’s IT Security Policy. <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>
DUTIES<br>
Under the general supervision of the Data Processing Manager II, incumbent performs a variety routine structured maintenance tasks of IT services and functions as a team member in providing technical and analytical support and consultation services in the support of Department of General Services networks and VoIP systems.<br>
<br>
ESSENTIAL FUNCTIONS<br>
Enterprise Network Administration and Implementation<br>
· Uses analytical skills, vendor supplied hardware and software and works with other NTSS staff  to troubleshoot, support, monitor and respond to problem reports for the  enterprise networks in support of DGS<br>
· Performs analysis on network traffic and network communication protocols to interpret variance and service impact to customers, in order to make recommendations to management and take proactive measures to provide stable network services for all DGS locations. <br>
· Monitors hardware testing tools to develop the appropriate test structures and runs the tests to provide results to other NTSS staff members. <br>
· Runs diagnostic software and implements changes to enterprise network devices based on monitoring the test results to remediate degraded enterprise network conditions on enterprise network links and devices. <br>
· Performs analysis on enterprise networks to determine the appropriate transmission media requirements for voice, data, and video applications before creating provisioning documentation for vendors. <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
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	· Supports and monitors multiple enterprise network and network devices to ensure data is available to support DGS business unit operations. <br>
· Installs configures, and supports additional hardware components to ensure enterprise network systems are available to meet client demands. <br>
· Monitors and responds to performance alerts generated by these network devices in the event of declining network performance and hardware failures and by ensure maximum availability of the enterprise network devices.  <br>
· Installs, configures, troubleshoots and supports additional network cabling to ensure enterprise network systems are available to meet client demands. <br>
<br>
Wireless Network Administration<br>
· Using wireless vendor supplied switches and routers and working with other NTSS staff, supports, monitors and implements enterprise wireless networks in support of DGS<br>  

· Supports and monitors or of multiple enterprise wireless networks and wireless network devices to ensure data is available to support DGS business unit operations. <br>
· Installs, configures, and supports additional hardware components to ensure wireless systems are available to meet client demands. <br>
· Monitors and responds to performance alerts generated by these network devices in the event of declining network performance and hardware failures and by ensure maximum availability of the enterprise network devices from Cisco, HP, and Avaya.  <br>
<br>
Customer Service<br>
· Monitors, updates and resolves Help Desk tickets using Remedy Service Management software. <br>
· Responds to customer requests for technical assistance to ensure the continued and uninterrupted operation of the enterprise server and storage environments. <br>
<br>
Project Management<br>
In order to ensure successful completion of IT enterprise network projects while in compliance with DGS’ software development standards, using project management best practices and principals: <br>
· Assists with IT projects that impact enterprise server and storage environments. <br>
· Maintains schedules by updating and revising tasks, deliverables, milestones and resource requirements, using Microsoft Project software. <br>
· Maintains regular communication and inform management of all issues related to the specified technical areas. <br>
· Executes project tasks in accordance with project time constraints and scheduled delivery dates<br>
· Provides accurate task estimations and duration to project managers and supervisors based on estimates from performing the tasks. <br>
<br>
Technical Research and Documentation<br>
·     Evaluates vendor software and technology in order to meet DGS’ business objectives while incompliance with DGS’ IT policies and standards using industry best practices and principals.  <br>
·     Makes cost/benefit decisions while reviewing, evaluating and recommending to supervisor enterprise network hardware and software that would best fit business and operational needs. <br>
·     Develops and present analyses, issue papers, and memoranda to supervisors and project managers to support the decision-making of managers and policy makers. <br>
·     Ensure documentation for enterprise networks exists and is updated for all enterprise network hardwared platforms,  applications, and processes supported. <br>
·    Actively participate in conferences, meetings and presentations involving associated enterprise networking systems.<br>
<br>
MARGINAL FUNCTIONS<br>
· Attend team, section and department meetings and training. <br>
· Keep supervisors and other interested parties informed of status of ongoing projects and tasks. <br>
· Responsible for preparing management reports for status of projects and/or assignments. <br>
· May be called during off duty hours to respond to emergencies<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: <br>
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>
Experience with VoIP technologies, Unified Communications and telecommunication concepts, practices and procedures. <br>
              Expert analytical skills to triage production incidents. <br>
Personal computer experience and experience using MS Desktop Products (Outlook, Excel, Word, Power Point, etc.). <br>
Extensive experience in computer systems and data management. <br>
Proficiency in written and oral communication. <br>
        Promotes and is accountable for customer satisfaction and quality service.  Initiates or recommends changes that   

       promote innovative solutions to meet customer needs. <br>
<br>
SPECIAL PERSONAL CHARACTERISTICS<br>
Strong organizational skills. <br>
Ability to work independently. <br>
Strong customer service skills. <br>
Ability to work under pressure and adjust to changes in priorities or workload. <br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES<br>
Daily use of personal computer, cell phone, fax, copiers and general office equipment. <br>
Frequent use of a laptop and related software applications. <br>
Occasional off-site meetings within Sacramento and occasional out-of-town (within California) meetings that may require the use of various transportation modes, i.e. airplane, taxi, car, etc. <br>
Arrives to work on time and is fully accountable for working an eight-hour day. <br>
Comes to meetings on time and is fully prepared, including handouts for distribution when appropriate. <br>
Ability to work in a fast-paced environment and work well under pressure. <br>
Ability to analyze staff and customer needs and provide assistance. <br>
Communicate positively and cooperatively with all staff. <br>
Works extended hours as needed to meet work commitments. <br>
<br>
PHYSICAL ABILITIES<br>
Ability to walk, to stand, stoop, sit, reach and lift. <br>
Ability to use repetitive hand movements in the performance of daily duties. <br>
Ability to set-up training material for various events. <br>
<br>
MENTAL ABILITIES<br>
Requires the ability to handle stress and deadlines. <br>
Understand and follow the DGS Enterprise Technology Solutions Office rules, policies, and procedures at all times.<br>
<br>


