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FINAL ‘EDITED’ TASK LISTING

                                           CLASS:  ASSISTANT INFORMATION SYSTEMS ANALYST

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

	Task #
	Task



	
	SYSTEM DEVELOPMENT AND ADMINISTRATION

	1. 
	Identifies IT (Information Technology) systems problems (e.g., design, viruses, connectivity, etc.) including its cause and effect, using various resources and/or equipment (e.g., manuals, documents, Remedy, Visio, metering devices, vendor software, and monitoring tools, computers, etc.), to ensure any problems in the IT environment are effectively addressed while in compliance with DGS goals and objectives.

	2. 
	Develops IT systems alternative strategies and/or solution requirements, using various resources and/or equipment (e.g., manuals, documents, Remedy, Visio, metering devices, vendor software, and monitoring tools, computers, etc.) to aid in system development and ensure compliance with DGS goals and objectives under general direction of the supervisor.  

	3. 
	Resolves IT system operational problems (e.g., design, viruses, connectivity, etc.) by providing technical assistance using various resources and/or equipment (e.g., manuals, documents, Remedy, Visio, metering devices, vendor software, and monitoring tools, computers, etc.) and/or techniques to ensure client satisfaction while in compliance with DGS policies and procedures under general direction of the supervisor.

	4. 
	Identifies/defines alternative solutions to problems (e.g., design, viruses, connectivity, etc.) using current technologies related to systems software/hardware to remain up -to-date and ensure compliance with DGS goals and objectives under general direction of the supervisor.

	5. 
	Evaluates available hardware/software products using various resources and/or equipment (e.g., manuals, documents, Remedy, Visio, metering devices, vendor software, and monitoring tools, computers, etc.) to ensure the organization has the necessary resources for efficient functioning while in compliance with DGS goals and objectives under general direction of the supervisor.

	6. 
	Assist with cost/benefit analysis of recommended system solutions using various resources and/or equipment (e.g., manuals, documents, Remedy, Visio, metering devices, vendor software, and monitoring tools, computers, etc.) to ensure a cost effective and efficient IT environment to meet DGS goals and objectives under general direction of the supervisor.

	7. 
	Prioritizes problem resolutions, using various software tools (e.g., manuals, documents, Remedy, Visio, metering devices, vendor software, and monitoring tools, computers, etc.), resources and/or equipment (i.e., manuals, telephone, fax, e-mail, Office Suite, etc.) to ensure system and/or client solution requirements are in compliance with DGS goals and objectives.

	8. 
	Obtains consensus and/or approval of products and/or services from clients, users and others involved in the development of the IT solutions using various resources and/or equipment (i.e., memos, meetings, telephone, fax, e-mail, etc.) to ensure compliance with DGS goals and objectives under the direction of the supervisor.

	9. 
	Maintains the physical network’s architecture and infrastructure in the IT environment to provide a robust, fault tolerant, and secure environment for DGS clients and ensure compliance with internet/intranet standards in the development of IT solutions using various resources and/or equipment (e.g., Remedy, Visio, metering devices, vendor software, personal computers, etc.) to ensure compliance with DGS goals and objectives under direction of the supervisor.

	10. 
	Assists with system analysis of business processes involving evaluation of current/proposed information and business process flow, using various resources and/or equipment (e.g., manuals, documents, Remedy, Visio, metering devices, vendor software, and monitoring tools, computers, etc.) to ensure optimal performance of the organization while in compliance with DGS goals and objectives.

	11. 
	Determines system performance and availability requirements, using various resources and/or equipment (e.g., manuals, documents, Remedy, Visio, metering devices, vendor software, and monitoring tools, computers, etc.), to ensure optimal software/hardware performance for DGS clients under general direction of the supervisor.

	12. 
	Coordinates and/or communicates with the project team, end-users, management, and staff using various resources and/or equipment (e.g., memos, e-mail, fax, telephone, computers, etc.) on IT project issues and status to meet DGS goals and objectives under general direction of the supervisor.

	13. 
	Identifies process changes using various resources and/or equipment (e.g., manuals, documents, Remedy, Visio, metering devices, vendor software, and monitoring tools, computers, etc.)that will result in more efficient usage of the IT system to better serve the department while in compliance with DGS policies and procedures under general direction of the supervisor.

	14. 
	Provides technical and descriptive documentation for IT system requirement specifications using various resources and/or equipment (e.g., manuals, documents, Remedy, Visio, metering devices, vendor software, and monitoring tools, computers, etc.) to ensure compliance with DGS policies and procedures.

	15. 
	Assist in the evaluations of systems and/or applications using various resources and/or equipment (e.g., manuals, documents, Remedy, Visio, metering devices, vendor software, and monitoring tools, computers, etc.) to specify user/system interfaces to ensure all pieces of the design system are taken into account while in compliance with DGS policies and procedures under general direction of the supervisor. 

	16. 
	Trains users in the environment using various resources and/or equipment (e.g., manuals, documents, Remedy, Visio, metering devices, vendor software, and monitoring tools, computers, etc.) by hands-on demonstration of system functioning to ensure all users have necessary technical knowledge to perform IT functions used in the course of their work while in compliance with DGS policies and procedures under general direction of the supervisor.

	17. 
	Receives customer calls and documents user problems and/or requests for services in order to resolve or distribute to appropriate IT units using various resources and/or equipment (e.g., manuals, documents, Remedy, Visio, metering devices, vendor software, and monitoring tools, computers, telephones, faxes, etc.) as needed under the direction of the supervisor.

	18. 
	Operates computers and/or related equipment (e.g., desktop, laptop, monitors, projectors, printers, fax machines, telephones, etc.) including all functions (e.g., maintaining, networking, upgrading, supporting, etc.), in order to meet the business objectives of the client while in compliance with DGS goals and objectives under direction of the supervisor.

	19. 
	Assists with the implementation of IT systems upgrades using various resources and/or equipment (e.g., manuals, documents, Remedy, Visio, metering devices, vendor software, and monitoring tools, computers, etc.) to ensure the IT environment is updated to meet DGS goals and objectives under general direction of the supervisor.

	20. 
	Installs hardware and software in the IT environment using various resources, tools and/or equipment (e.g., Remedy, Visio, metering devices, vendor software, computers, screwdrivers, pliers, etc.) as necessary to ensure the efficient functioning of the user and meets DGS goals and objectives under general direction of the supervisor.

	21. 
	Interprets technical procedures for non-technical users using various resources and/or equipment (e.g., manuals, documents, Remedy, Visio, metering devices, vendor software, and monitoring tools, computers, etc.) in a variety of settings during system development to ensure client’s business objectives are met under general direction of the supervisor.

	22. 
	Implements project work plans and schedules for system projects using various resources and/or equipment (e.g., manuals, documents, Remedy, Visio, metering devices, vendor software, and monitoring tools, computers, etc.) including new and existing systems to ensure compliance with DGS policies and procedures under general direction of the supervisor.

	23. 
	Physically lifts or moves various communication equipment (e.g., desktop, laptop, monitors, projectors, printers, fax machines, telephones, etc.), and/or related hardware using various techniques and/or tools (e.g., bending, lifting, handcarts, pliers, etc.) in order to install and/or repair systems under general direction of the project leader.

	
	DATA/ACCESS/SECURITY

	24. 
	Assists in the implementation and monitoring of security standards and procedures using various resources and/or equipment (e.g., manuals, documents, Remedy, Visio, metering devices, vendor software, and monitoring tools, computers, etc.) to ensure compliance with DGS policies and procedures under general direction of the supervisor.

	25. 
	Reviews output files and error logs (e.g., event viewer for applications, securities, and/or systems, etc.) using various resources and/or equipment (e.g., manuals, documents, Remedy, Visio, metering devices, vendor software, and monitoring tools, computers, etc.) to assess IT problems and ensure compliance with DGS goals and objectives under general direction of the supervisor. 

	26. 
	Performs the necessary tasks to recover production data lost due to application and/or system failure using various resources and/or equipment (e.g., manuals, documents, Remedy, Visio, metering devices, vendor software, and monitoring tools, computers, etc.) to ensure compliance with DGS goals and objectives under general direction of the supervisor.

	
	TESTING AND VENDOR PACKAGES

	27. 
	Evaluates and tests vendor packages using various resources and/or equipment (e.g., manuals, documents, Remedy, Visio, metering devices, vendor software, and monitoring and testing tools, computers, etc.) that may be used for the organization and/or client needs to ensure compliance with DGS goals and objectives under general direction of the supervisor.

	28. 
	Coordinates with system hardware and software vendors using various resources and/or equipment (e.g., manuals, documents, Remedy, Visio, metering devices, vendor software, and monitoring tools, computers, telephones, fax machines, letters, memos, etc.) for the possible acquisition and subsequent implementation of their products in the system to ensure compliance with DGS goals and objectives under general direction of the supervisor.

	29. 
	Consults with system hardware and software vendors using various resources and/or equipment (e.g., manuals, documents, Remedy, Visio, metering devices, vendor software, and monitoring tools, computers, telephones, fax machines, letters, memos, etc.) regarding any problems with their products used in the organization’s system to ensure compliance with DGS goals and objectives under general direction of the supervisor.

	30. 
	Assist in the recommendation of vendor packages using various resources and/or equipment (e.g., manuals, documents, Remedy, Visio, metering devices, vendor software, and monitoring tools, computers, memos, letters, reports, etc.) for optimal selection of technology products to ensure compliance with DGS goals and objectives under general direction of the supervisor.

	31. 
	Performs integration testing using various resources and/or equipment (e.g., manuals, documents, Remedy, Visio, metering devices, vendor software, and monitoring tools, computers, etc.) after installation of acquired software packages to ensure cohesion in the IT environment while in compliance with DGS goals and objectives under general direction of the supervisor.

	32. 
	Documents and/or records findings of vendor packages using various resources and/or equipment (e.g., manuals, documents, Remedy, Visio, metering devices, vendor software, and monitoring tools, computers, memos, letters, reports, etc.)  to ensure compliance with DGS goals and objectives under general direction of the project leader.

	33. 
	Implements the installation of software applications using various resources and/or equipment (e.g., manuals, documents, Remedy, Visio, metering devices, vendor software, and monitoring tools, computers, etc.) with the operating system to ensure stable performance while in compliance with DGS goals and objectives under general direction of the project leader.

	
	PROJECT MANAGEMENT

	34. 
	Implements procedures or methods for the completion of projects or on-going program functions using various resources and/or equipment (e.g., manuals, documents, Remedy, Visio, metering devices, vendor software, and monitoring tools, computers, etc.) to provide for efficient work unit operations and to ensure compliance with DGS goals and objectives under general direction of the supervisor.

	35. 
	Identifies problems or issues that impact the progress of work projects or assignments (e.g., time constraints, resource limitations, scheduling conflicts) using various resources and/or equipment (e.g., manuals, documents, Remedy, Visio, metering devices, vendor software, and monitoring tools, computers, etc.) to ensure compliance with DGS goals and objectives under general direction of the supervisor.

	36. 
	Identifies appropriate alternatives to resolve problems or issues related to the completion of work projects or assignments (i.e., modifying schedules, adjusting deliverable dates, altering resources allocations) using resources and/or equipment (e.g., manuals, documents, Remedy, Visio, metering devices, vendor software, and monitoring tools, computers, etc.) to ensure timely resolution and minimize impact while in compliance with DGS goals and objectives under general direction of the supervisor.

	37. 
	Recommends and/or implements specific actions to resolve problems impacting the progress of work projects or assignments (i.e., modifying schedules, adjusting deliverable dates, altering resource allocations, etc.) using various resources and/or equipment (e.g., manuals, documents, Remedy, Visio, metering devices, vendor software, and monitoring tools, computers, memos, letters, reports, etc.) in a timely manner to ensure compliance with DGS goals and objectives under general direction of the supervisor.

	38. 
	Apprises management of the status and progress of work unit operations, programs, and projects (i.e., the status of on-going program activities and operations, issues affecting the delivery of products and services, or issues or problems potentially impacting the completion of work assignments) using various resources and/or equipment (e.g., manuals, documents, Remedy, Visio, metering devices, vendor software, and monitoring tools, computers, letters, memos, etc.) to ensure compliance with DGS goals and objectives under general direction of the supervisor.


Shaded areas have been omitted from further consideration.


