
TASK LISTING

CLASS:  TELECOMMUNICATIONS SYSTEMS ANALYST I


     NOTE:  Each position within this classification may perform some or all of these tasks.
	Task #
	Task



	1. [bookmark: _GoBack]

	Interpret and analyze (existing and proposed) State and Federal telecommunications regulations [Federal Communications Commission (FCC), American Disabilities Act, Government Codes, Public Utilities Commission, SAM, Departmental Operations Manual, etc.] to determine impact on telecommunications systems or program operations as needed and/or directed by the supervisor.

	2. 
	Secure all FCC communication licenses and permits for state agencies utilizing Part 90 of the FCC rules and regulations in order to ensure compliance with Federal regulations.

	3. 
	Process procurement specifications that have been prepared, for the acquisition of telecommunications goods or services for client agencies using personal knowledge, stakeholder input, vendor information, etc., as needed and/or directed by the supervisor.

	4. 
	Identify suitable products, equipment and services available from Master Purchase Contracts and Master Service Agreements to complete installation of new telecommunications systems or modify existing telecommunications systems as needed and/or as directed by the supervisor.

	5. 
	Prepare cost estimates, cost benefit analysis and justifications to make additions, changes and/or modification to existing systems and/or for proposed conceptual system design (i.e., budget estimates and equipment purchases) utilizing Master Purchase Contracts and Master Service Agreements and vendor contacts as needed and/or directed by the supervisor.

	6. 
	Consult, advise, and act as liaison to management, staff, client agencies and vendors to provide technical information using departmental policy and procedures, State and Federal telecommunications regulations, Government Codes, Public Utilities Commission, SAM, Departmental Operations Manuals, etc., as needed and/or directed by the supervisor.

	7. 
	Make recommendations based on periodic evaluations of communication systems/equipment/services and/or their use to enhance operational efficiency and ensure compliance with laws, rules, regulations, policies and warranties utilizing surveys, reports, site visits, direct observation, etc., as needed and/or requested by the supervisor.

	8. 
	Assist in providing training to staff and clients on various telecommunications matters utilizing personal knowledge, equipment manuals, lesson plans, etc., upon request and/or directed by the supervisor.

	9. 
	Monitor the installation of telecommunications systems/equipment/services utilizing Federal, State, local and departmental laws, rules, regulations, codes, service-to-site issues, design standards and project plans to ensure compliance with relevant contracts as directed by the supervisor.

	10. 
	Assist in the evaluation of statements of work, project plans, and change orders to determine if scope of work is accurate, complete, and is consistent with contract requirements utilizing departmental manuals and guidelines, planning documents, etc., as needed and/or directed by the supervisor.

	11. 
	Develop and maintain accurate records of telecommunication systems, equipment and services for future planning and equipment installations utilizing computer programs, filing systems, etc., as needed and/or directed by the supervisor.

	12. 
	Participate in multi-disciplinary teams (contractors, subcontractors, service providers, staff, agency personnel, etc.) to ensure the timely and appropriate installation of telecommunication systems utilizing status reporting, oral and written communication, issue resolution, etc., as needed and/or directed by the supervisor.

	13. 
	Monitor action plans and/or schedules to coordinate installation of new telecommunications systems/equipment/services based on operational needs utilizing project management methods and tools, input from management, vendors, etc., as needed and/or directed by the supervisor.

	14. 
	Develop and/or modify and help maintain telecommunication database information to ensure system features and functions are tailored to the needs and requirements of the program/project utilizing system software, needs assessments, etc., as needed and/or directed by the supervisor.

	15. 
	Ensure project documentation (i.e. as-built drawings, property survey documents, timesheets, etc.) is complete utilizing Departmental procedures and guidelines, computer software and personal knowledge, in order to close out the project as needed and/or directed by the supervisor.

	16. 
	Prepare written correspondence, reports, and/or support documentation, using MS Office (i.e., Word, Excel, Outlook, Access, etc.), and departmental guidelines in order to facilitate the successful and timely completion of assigned duties as needed and/or directed by the supervisor.

	17. 
	Respond timely and in a professional manner to client contact (i.e., billing inquires, communication site, questions regarding equipment acquisition, etc.) via oral and/or written communication utilizing manuals, databases, departmental resources, etc. as needed and/or directed by the supervisor.

	18. 
	Research emerging technologies to keep current with industry standards and to identify trends that may effect budget planning, policies, and procedures; and, provide input and/or make recommendations regarding office policies and procedures to improve effectiveness and efficiency.
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