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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

9460 -ETS
ANALYST’S INITIALS

SM
DATE

9/4/15


	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 Information Systems Analyst (Specialist)
	POSITION NUMBER

306-072-1312-XXX
	TENURE

 FORMDROPDOWN 
      
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R01

	OFFICE OF

Enterprise Technology Solutions
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY

$5,295
TO
$6,963


	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

Data Processing Manager II
	FILE BY

9-17-15


	Please reference RPA #9460-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>
<br>
Under general supervision of the Data Processing Manager II, the incumbent performs a variety of complex technical and system administration functions in support of the Department’s Commercial Off the Shelf (COTS) systems in the Enterprise Application Management section.<br>
<br>
ESSENTIAL FUNCTIONS<br>
COTS Systems Maintenance and Support<br>
Support the Department’s COTS systems in order to meet the client business requirements, on relational databases (e.g. Microsoft SQL Server) , web server (e.g. Microsoft IIS), and report software (e.g. crystal reports) in windows 2008 and windows 2012 environment: <br>
· Provides support for original and additional complex components including multiple hardware, software and production devices for COTS systems.<br> 

· Guides the implementation of COTS system life cycle upgrades. <br>
· Provides support to improve and maintain data and system security by working with DGS Information Security Office (ISO), Office of State Publishing (OSP), OSP’s customers and various vendors. <br>
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	 CLASS TITLE

Staff Information Systems Analyst (Specialist)
	POSITION NUMBER

306-072-1312-XXX
	RPA NUMBER

9460-ETS
	FILE BY


9-17-15

	· Creates databases to import and query archived OSP production data. <br>
· Creates scripts to automate processes. <br>
· Troubleshoots complex abnormalities to rectify and eliminate existing and potential system failures, outages, data loss, downtime, and security breaches through the proper implementation and maintenance of structured operating procedures, structured problem solving procedures, and technical expertise as described in the department’s ET guidelines governing the use and maintenance of information systems. <br>
· Develops, modifies, and customizes customer requested reports using the system’s built-in report capabilities. <br>
· Maintains maximum system performance by performing periodic system/system table upgrades to the COTS systems and the MSSQL databases<br>
· Coordinates the update of the lookups table in COTS system to facilitate the flow of information necessary for accurate and timely billing by coordinating with the OSP program administrators and customer service representatives. <br>
· Develop, modify and customize computerized reports using the system’s built-in report capabilities. <br>
· Creates complex reports including sorts, filters, formulas for calculation and summarization of data collected from multiple databases utilizing report software (e.g. Word, Excel, Crystal reports). <br>
· Create complex custom scripts to automate system processes and handle the printing requirements for Variable Data Processing jobs. <br>
<br>
COTS System Administration<br> 

· Creates complex studies for OSP management such as; vendor solution comparisons, workload volume projections, maintenance cost projections and equipment utilization. <br>
· Participates as technical subject matter expert (SME) with OSP customers during Internal Revenue Service Safeguard Review Audits. <br>
· Tests, maintains and monitors existing system performance and data integrity of the COTS systems, servers, hardware and equipment to ensure compliance with the original design specifications and current business procedures by using periodic performance testing, upgraded software and hardware, and the addition of performance enhancing technology. <br>
· Responds to complex internal customer requests for technical assistance by providing immediate technical solutions and information. <br>
· Create new user accounts within the COTS system by allowing all authorized parties access to all appropriate components of the system in accordance with the department’s security procedures and guidelines. <br>
· Coordinates the update of the lookups table in COTS system to facilitate the flow of information necessary for accurate and timely billing by coordinating with the OSP program administrators and customer service representatives. <br>
· Serves as a technical liaison to OSP and other segments of the Department or outside agencies. <br>
· Develops system specifications including operational, security and performance requirements using current technology standards. <br>
· Develops data flow diagrams and information workflow models. <br>
· Conducts system training to the customer through the use of hands-on demonstrations, operational manuals, and learning aides. <br>
· Writes, modifies and updates training manuals and learning guides, in conjunction with OSPs vendors, to ensure that all training materials are up to date with the latest upgrades and modification, using Microsoft Word, Power Point and Visio in accordance with the department’s information technology guidelines. <br>
· Assesses customer needs; evaluates custom reporting solutions or the need for custom queries or output. <br>
<br>
Project Management<br>
· Researches, analyzes, and provides solutions to resolve complex hardware and software-related issues for new system integration. <br>
· Provides technical expertise, advice and recommendations in assessing new information technology software and equipment to support and enhance existing systems. <br>
· Performs complex analytical studies and activities on complex enterprise technology systems<br>
· Participates in writing various project related documents including but not limited to Feasibility Studies. <br>
· Develops complex information technology procurement documents (request for quotes, request for proposal, detailed specifications, statements of work, purchase requisitions). <br>
· Coordinates and consults with system hardware and software vendors. <br>
· Participates in teams to evaluate procurement proposals. <br>
· Participates in analyzing, procuring, testing, installing, providing training, documenting, and implementing complex COTS systems, hardware and equipment. <br>
· Makes technical decisions and maintains advanced technical expertise and versatility in recommending and evaluating complex information technology systems. <br>
· Provides guidance with in-depth knowledge in the area of digital printing, automated document factory and institutional knowledge of OSP. <br>
· Meets with customers to determine the required information technology justification documentation, such as Feasibility Study Reports (FSRs), Request for Information (RFI), Request for Proposal (RFP).  Provides advice and direction on the appropriate information technology project approval process and/or procedures. <br>
· Serves as onsite and daily interface with the management and solution vendors in the design, configuration, and implementation of an information technology project’s proposed solutions by applying state contract policies and procedures and information technology standards and best practices and providing guidance and direction to clients via phone, email or in person on the phases of the project implementation.  Reviews information technology documentation for accuracy, completion, and compliance with the DGS information technology standards and policies by thoroughly evaluating justifications, procedures, and technology requirements. <br>
· Guides program and information technology staff and contractors to ensure State responsibilities are accomplished in a correct, accurate and timely manner by utilizing various communication tools, such as status reports and meetings, onsite oversight and daily discussions. <br>
· Provides technical expertise, guidance and consulting assistance on planning, exploring and evaluating business process improvements and information technology opportunities. <br>
· Analyzes existing business procedures and practices utilizing work flow diagrams, cross functional flow charts, personal interviews and organizational charts. <br>
<br>
Administrative Duties<br>
· Attends team, section and department meetings and training. <br>
· Keeps Supervisors and other interested parties informed of status of ongoing projects and tasks. <br>
· Participates in team activities and processes as necessary for the given software development projects engaged in at any time. <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>
· Knowledge of databases (e.g.  Microsoft SQL Server), web server (e.g. Microsoft IIS), and report software (e.g. Crystal Reports, SQL Server Reporting Services) in windows 2008 and windows 2012 environment. <br>
· Knowledge of OSPCOTS systems (i.e. PMIS, Digital Store Front ) <br>
· Working knowledge of Relational Databases, in particular Microsoft SQL 2008 or higher. <br>
· Knowledge of software tools and systems such as MS Office Suite 2010, Microsoft Windows server 2008/2012 or higher, Linux Red Hat, MS IIS, Visual Basic and other 3rd party tools. <br>
· Experience with Microsoft server 2003/2008 or higher, VMWARE v5 or higher. <br>
· Experience with support web based systems running on a Java environment (e.g. PRISMA production and Java runtime environment) <br>
· Working knowledge of Relational Databases, in particular SQL 2008 or higher. <br>
· Understanding of software development principals and best practices<br>
· Proficiency with Microsoft Desktop Systems including: Microsoft Outlook 2010, Microsoft Office 2010, Windows XP, Windows 7, Microsoft Project and Microsoft Visio<br>
· Knowledge of Project Management principals, methodologies and tools. <br>
· Demonstrate excellent communication skills, both verbal and written. <br>
· Familiarity with the Office of State Publishing’s programs and prepress systems<br>
· Write custom scripts to automate system processes and handle the printing requirements for Variable Data Processing jobs<br>
<br>
SPECIAL PERSONAL CHARACTERISTICS<br> 

· Ability to act independently, to be open-minded and flexible to the ideas, recommendations, and solutions of others.<br>
· Ability to be tactful and productive in all situations, adapt to constantly changing priorities with little or no warning.<br>
· Ability to learn new technologies quickly and thoroughly. <br>
· Ability to resolve technical problems quickly and tactfully. <br>
· Ability to handle multiple projects simultaneously<br>
· Ability to establish and maintain cooperative working relationships with fellow employees. <br>
· Ability to work independently or on a team comprised of a variety of different personalities. <br>
· Ability to work with a team of programmers and technical business analysts comprised of a variety of different personalities. <br>
· Demonstrate a service oriented, customer relations-sensitive attitude.<br>
· Understand the importance of meeting business needs through innovative solutions. <br>
· Experience working successfully in team environments as well as independently. <br> 

· Ability to make presentations at the appropriate level. <br>
· Ability to work and protect confidential data. <br>
· Ability to identify, define and articulate issues and risks and also track, facilitate and monitors their resolution. <br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES REQUIRED TO PERFORM DUTIES: <br>
· Wear appropriate attire for a professional office environment. <br>
· Read, understand, and apply knowledge acquired from various documents and resources. <br>
· Work occasional overtime. <br>
· Effectively handle stress and deadlines. <br>
· Consistently exercise a high degree of independence. <br>
· Use a PC to communicate and prepare written material. <br>
· Ability to sit for long periods of time. <br>
· Follow all OSP safety rules and procedures<br>
<br>



