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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

9354 -ETS
ANALYST’S INITIALS

AIO
DATE

4/1/2015


	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

Sr. Information Systems Analyst
	POSITION NUMBER

306-072-1337-xxx
	TENURE

 FORMDROPDOWN 
      
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R01

	OFFICE OF

Enterprise Technology Solutions
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY

$5,682
TO
$7,468


	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

Maninder Hansra, DPM II
	FILE BY

4/9/2015


	Please reference RPA #9354-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 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 Senior Information Systems Analyst (Specialist) serves as the lead for Project Portfolio Management for the most complex IT systems. Responsibilities include defining and documenting the project portfolio process, managing the project portfolio process from demand capture through project approval, implementation, and continuous improvement. <br>
<br>
ESSENTIAL FUNCTIONS<br>  
<br>
In order to deliver cost effective technology-driven solutions that meet customer business needs, under the guidelines of DGS Enterprise Technology Solutions Governance: <br>
· Lead the Project Portfolio Management program to ensure that all project efforts are aligned with DGS strategic plans through project prioritization, analysis for feasibility and evaluated for resource availability. <br>
· Manage the project portfolio approval process by coordinating and facilitating pre-approval assessments, resource capacity planning and project governance reviews. <br>
· Provide oversight and guidance for the collection of project request data and maintenance of the project portfolio using systems utilized by the DGS Project Management Office (PMO) such as SharePoint and PM workbook. <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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	· Create management reports used for project governance and ensure executive review and approvals are complete and accurate. <br>
· Work closely with the Project Managers to provide accurate data and reports for leadership decisions. <br>  
· Gather, write, and communicate the most complex project portfolio information such as status, roadmap, budget, resource constraints etc. to ETS leadership and project stakeholders. <br>
· Provide input to the ETS Capital Plan, based on the Project Roadmap in order to ensure proper reporting to California Department of Technology. <br>
· Ensure compliance with Department of Technology reporting requirements for reportable projects. <br>
<br>
Process Management<br>
<br>
In order to successfully develop and improve the most complex ETS processes for project intake, approval, managing and reporting for systems and automation in accordance with the state CIO, DGS and ETS policies and guidelines: <br>
· Define, document, and communicate to ETS Leadership, DGS Management and Stakeholders ETS’ Project Portfolio Management most complex processes and procedures for project intake, approval, managing and reporting. <br>
· Research best industry practices to set goals for the further development of the most complex processes supporting the DGS long-term and short-term Project Portfolio Management and related resource management needs to provide for the success of all DGS projects. <br>
· Lead continuous improvement of the Project Portfolio and Project Management Office processes, procedures, methodologies, standards, tools, and techniques through adoption of industry best practices. <br>
· Provide consulting, mentoring, and training to ETS leadership, management, and staff on the most complex Project Portfolio Management.<br>
· Provide training on Project Management Artifacts in use by PMroject Management Office to new Project Managers.<br>
<br>
Communication<br>
<br>
In order to review new requests for IT solutions from DGS’ various divisions/offices: <br>
· Consult with the Customer Relations, Strategy and Planning Team to ensure requests for IT solutions include the necessary information to evaluate inclusion to the Project Roadmap. <br>
· Collaborate with teams of business analysts, system architects, subject matter experts, testing leads, and external entities on the Project Portfolio Management processes, as required, to develop assessment documentation. <br>
· Oversee the completion of all meeting minutes, assessment documentation and Project Review Council decisions.<br>  

<br>
Project Management<br>
<br>
In order to successfully complete the  most complex enterprise projects involving the most complex information technology systems: <br>
· As project manager, lead and monitor, all phases of the project, from scope, schedule, budget, and resources following the DGS Project Management Methodology and Systems Development Life Cycle (SDLC) methodology.<br>
· Gather, write, and communicate the most complex project information to project stakeholders in order to ensure transparency. <br>
· Oversee the completion of all project deliverables such as Project Charter, Project Plan, Feasibility Study Reports (FSR) and Post Implementation Evaluation Report (PIER).<br>
· Collaborate with teams of business analysts, system architects, subject matter experts, test coordinators, external entities, and user acceptance testers in order to ensure consistency in reporting. <br>
· Manage project scope, schedule, resource, budget, risk, and status using systems utilized by the DGS PMO such as PM workbook. <br>
<br>
MARGINAL FUNCTIONS<br>
<br>
Attend training classes as needed and satisfactorily complete all team training requirements.  As a member of a multi-disciplinary team, perform other duties as required to ensure successful implementation of cost- effective services and products that support our customers. <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>
SPECIAL PERSONAL CHARACTERISTICS<br>  

· A demonstrated interest in assuming increasing responsibility. <br>
· Mature judgment; loyalty; poise, tact, and discretions. <br>  

· Ability to take and follow directions from supervisors. <br>  

· Ability to communicate effectively with customers, peers, and management.<br>
· Ability to make decisions, influence others. <br>
· Ability to manage projects, mentor others on team. <br>
· Ability to take initiative. <br>
· Ability to work individually as well with others in a team setting. <br>
<br>
INTERPERSONAL SKILLS<br>
· Excellent communications skills. <br>
· Excellent analytical skills to troubleshoot problems or offer alternatives for problem resolution. <br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES<br>
· Requires ability to effectively handle deadlines, sensitive issues, and multiple priorities. <br>
· May require occasional more than 40 hours of work to meet deadlines. <br>  

· Ability to travel locally to various meetings. <br>
<br>
· DESIRED QUALIFICATIONS<br>
· Demonstrated professional and technical knowledge and recently applied experience using agile methodology. <br>
· Proven track record in managing complex IT projects. <br>
· Experience with ITIL. <br>
<br>
The State of California is an equal opportunity employer to all, regardless of age, ancestry, color, disability (mental and physical), exercising the right to family care and medical leave, gender, gender expression, gender identity, genetic information, marital status, medical condition, military or veteran status, national origin, political affiliation, race, religious creed, sex (includes pregnancy, childbirth, breastfeeding and related medical conditions), and sexual orientation<br>
<br>


