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                              CLASS:   ASSISTANT INFORMATION SYSTEMS ANALYST 

       NOTE:  Each position within this classification may be required to possess all or some of these knowledge, skills or abilities.
	#
	Knowledge, Skills, and Abilities
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	Knowledges:

	K1. 
	Knowledge of IT (Information Technology) principles and practices for implementation, testing, maintenance, documentation, security analysis, design, development, etc. used in the delivery of IT system services.

	K2. 
	Knowledge of personal computer hardware, software and operating systems environments for evaluation, selection, implementation, and maintenance of IT systems.

	K3. 
	Knowledge of departmental policies, standards, procedures, and objectives as it relates to IT systems.

	K4. 
	Basic knowledge of the principles and practices of public administration, organization, and management as it relates to the IT organization.

	K5. 
	Knowledge of data access methodologies for client server applications, internet/intranet applications to assess overall functionality in the system.

	K6. 
	Basic knowledge of data access security policies, procedures, rules, and regulations to comply with State and Departmental security policies.

	K7. 
	Knowledge of basic backup and recovery techniques in the event of data loss.

	K8. 
	Knowledge of software application deployment methods to ensure the application is running properly.

	K9. 
	Knowledge of operating systems, applications, networking components and their interrelationships to accurately assess the functionality of a system.

	K10. 
	Knowledge of networking principles and technologies to accurately assess the functionality of a system.

	K11. 
	Knowledge of hardware components of a telecommunications network (i.e., bridges, routers, switches, etc.) to accurately assess the functionality of a system.

	K12. 
	Knowledge of IT testing concepts and techniques to accurately test system upgrades for quality assurance.

	K13. 
	Knowledge of problem tracking software tools (i.e., Remedy, Visual Network, etc.) to assist in resolving software/network problems.

	K14. 
	Knowledge of cost/benefit analysis to make informed recommendations for solutions to technological problems.




	




	Abilities:

	A1. 
	Ability to identify system problems, including its effects and cause to ensure any problems in the IT (Information Technology) environment is effectively addressed.

	A2. 
	Ability to identify system solution requirements to aid in the design of system development.

	A3. 
	Ability to resolve system operational problems by providing technical assistance.

	A4. 
	Ability to define alternative solutions to current problems related to software configuration management.

	A5. 
	Ability to obtain consensus of users and others involved in the development of the IT solutions.

	A6. 
	Ability to adhere to systems development standards and methodologies to ensure compliance with the IT environment.

	A7. 
	Ability to evaluate available technology including hardware and software in order to ensure the organization has the necessary equipment for efficient functioning.

	A8. 
	Ability to maintain the physical network architecture and infrastructure in the IT environment.

	A9. 
	Ability to determine and document performance and availability requirements in the system to ensure appropriate applications is in use.

	A10. 
	Ability to coordinate with end-users, management, and staff on project issues and status for successful delivery.

	A11. 
	Ability to obtain consensus/approvals from end-users, management, and staff for system design or system changes.

	A12. 
	Ability to identify and assess process changes that will result in a more efficient usage of the application system.

	A13. 
	Ability to provide technical and descriptive documentation for system requirement specifications, technical reports (i.e., FSR, Request for Proposals (RFP)).

	A14. 
	Ability to evaluate systems to specify user/system interfaces to ensure all pieces of the design system are taken into account.

	A15. 
	Ability to evaluate communication hardware and software to ensure proper functioning.

	A16. 
	Ability to assist in developing training materials (e.g., printed material, computer based training, and etc.) to ensure all users in the environment has access to necessary systems information.

	A17. 
	Ability to train users in the environment by hands-on demonstration of system functioning to ensure all users have necessary technical knowledge to perform in the organization.

	A18. 
	Ability to install and/or maintain hardware and software in computers as necessary to ensure the efficient functioning of the users’ environment.

	A19. 
	Ability to effectively apply interpersonal skills to establish and maintain effective working relationships with others.

	A20. 
	Ability to communicate effectively both written and verbally in order to exchange and/or provide information to staff and others.



	




	Special Personal Characteristics:

	SPC1. 
	Willingness to travel statewide.

	SPC2. 
	Willingness to work overtime and on-call hours as required.

	SPC3. 
	Ability to lift and carry 50lbs. 

	SPC4. 
	Ability to act independently, be open minded and flexible to other ideas and solutions and to be tactful. 

	SPC5. 
	Ability to receive and follow direction from supervisor and/or project leader.

	SPC6. 
	Ability to maintain required job schedule.

	SPC7. 
	Ability to focus attention on details and to follow work rules.

	SPC8. 
	Ability to work under stress. 

	SPC9. 
	Ability to meet deadlines.





Shaded areas have been omitted from further consideration.
Shared/Testing/Job Analysis/Initial KSA Listing – New 10/31/02
image1.png




