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STATE OF CALIFORNIA DELTA STEWARDSHIP COUNCIL 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 DSC 525 (3-PAGE) (REV. 01/10) 

CLASSIFICATION POSITION NUMBER MCR RPA # 

APPOINTEE EFFECTIVE DATE DIVISION/SECTION  

COLLECTIVE BARGAINING IDENTIFIER 
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU: 

RESPONSIBILITIES EXERCISED  

 Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION  

APPROVED BY (Personnel Analyst's Name)  DATE 

ALL EMPLOYEES ARE EXPECTED TO WORK COOPERATIVELY WITH OTHERS; MAINTAIN REGULAR, CONSISTENT, PREDICTABLE 
ATTENDANCE; POSSESS INTEGRITY, INITIATIVE, DEPENDABILITY, AND GOOD JUDGMENT. 

POSITION SUMMARY 

Briefly (1-3 sentences) describe the main purpose and function of the position, including the organizational setting: 

DESCRIPTION OF DUTIES 

Percent of 
Time 

(E) and (M) 

Indicate the duties of the position and the percentage of time spent on each.  Group related tasks under the same percentage.  
Percentages should be in increments of 5% with the highest percentage first. Identify essential functions with an (E) and marginal 
functions with an (M) in the percentage column.   “Other duties as required” cannot be used as a task statement. 

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 

SUPERVISOR’S NAME (Print) SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
RECEIVED A COPY OF THE DUTY STATEMENT. 

EMPLOYEE’S NAME (Print) EMPLOYEE’S SIGNATURE 

 

DATE 

PROPOSED
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JOB DESCRIPTION AND POSITION CLASSIFICATION 
CLASSIFICATION POSITION NUMBER MCR RPA # 

APPOINTEE DIVISION/SECTION  

Percent of 
Time 

(E) and (M) 

Indicate the duties of the position and the percentage of time spent on each.  Group related tasks under the same percentage.  
Percentages should be in increments of 5% with the highest percentage first. Identify essential functions with an (E) and marginal 
functions with an (M) in the percentage column.   “Other duties as required” cannot be used as a task statement. 
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JOB DESCRIPTION AND POSITION CLASSIFICATION 

CLASSIFICATION POSITION NUMBER MCR RPA # 

APPOINTEE DIVISION/SECTION  

Percent of 
Time 

(E) and (M) 

Indicate the duties of the position and the percentage of time spent on each.  Group related tasks under the same percentage.  
Percentages should be in increments of 5% with the highest percentage first. Identify essential functions with an (E) and marginal 
functions with an (M) in the percentage column.   “Other duties as required” cannot be used as a task statement. 


	EFFECTIVE DATE: 
	Management Related BU: 
	Supervisory Related BU: 
	Confidential Related BU: 
	Rank and File BU: R01
	Supervisory: Off
	SUPERVISOR S CLASSIFICATION: SISA (Supervisor)
	APPROVED BY Personnel Analysts Name: Lynn Borja
	DATE: 5/6/15
	Briefly 13 sentences describe the main purpose and function of the position including the organizational setting: Under general supervision of the Staff Information Systems Analyst Supervisor, incumbent will participate in a wide variety of consultative, analytical, and evaluative assignments for development, implementation, maintenance, and support of the Delta Stewardship Council's (Council) information technology including web services, document management, hardware/software support, network administration, telecommunication services,and video conferencing.  The incumbent role will be responsible as the Council's Information Security Officer for protecting the Agency's information assets.
	Percent of Time E and MRow1: 35% (E)20% (E)
	Indicate the duties of the position and the percentage of time spent on each  Group related tasks under the same percentage Percentages should be in increments of 5 with the highest percentage first Identify essential functions with an E and marginal functions with an M in the percentage column Other duties as required cannot be used as a task statementRow1: Hardware and Desktop Support: Support all personal computer systems (includes mobile devices), peripheral devices, hardware components and accessories as required.  Provide IT solutions to assist customers in resolving problems. Setting up and installing new desktops and laptops.  Maintain information technology equipment inventory.  Develop and provide training for end-users to enhance practical skills and knowledge on the use of personal computers and peripheral devices.   Website Development and Document Management Support:Provide technical support and maintenance for ASP.NET website environment. Familiar with the System Development Life Cycle (SDLC) and some experience developing a web-based database application in VB.NET.  Assist with creation of a PHP based web pages within Drupal Content Management System (CMS); administer security updates and deploy new enhancements.  Assist with content posting which may involve migrating and/or creating a new website content.  Some experience in a document management system in Sharepoint or Alfresco would be beneficial.  Provide support to end-users and conduct training as needed.  Develop and maintain written documentation.  
	SUPERVISORS SIGNATURE: 
	DATE_2: 
	EMPLOYEES SIGNATURE: 
	DATE_3: 
	Percent of Time E and MRow1_2: 15% (E)10% (E)10% (E)10% (E)
	Indicate the duties of the position and the percentage of time spent on each  Group related tasks under the same percentage Percentages should be in increments of 5 with the highest percentage first Identify essential functions with an E and marginal functions with an M in the percentage column Other duties as required cannot be used as a task statementRow1_2: Network Support and Software Maintenance:Assist network administrator by updating security and application patches as needed.  Assist in setting up and installing encryption on all mobile devices and implementing two factor authentication.      Support all software applications as required.  Plan, implement, and deploy software upgrades and enhancements per vendor or management direction.   Identify problems with applications and determine solutions based on root cause analysis.  Participate in the modification and enhancement of custom application programs through requirements gathering, system analysis, functional and detailed design, documentation, testing, and installation activities.  Develop and provide training programs to end-user to enhance knowledge transfer.Information Security Officer:Provide oversight for compliance with State and Department policies regarding the security of information assets.   Conduct risk assessment/analysis as required to mitigate risk.  Maintain and update Disaster Recovery Plan.  Attend quarterly ISO meetings.  Assist in investigation and report any security incidents to Chief Information Officer (CIO).  Telecommunications Voice System Support:Support the telecommunications voice system as required.  Identify problems with telecommunications (voice) system.  Coordinate and interact with various service providers, manage voice mail accounts, maintain floor plan containing dial tone assignment placements, maintain telecommunications inventory, and manage Calnet 3 circuits.  Develop and provide training programs to enhance practical skills and knowledge on the use of telecommunications equipment and accessories.Facilities Management and Video Conferencing and A/V Support:Facilities - Assist in designing and maintaining the Council's floor plans for use in office space layouts, staff seating, evacuation planning, and infrastructure wiring for network and voice services. Video Conferencing and A/V Support - Must maintain A/V equipment and assist with video conferencing.Procurement - Assist with special IT procurement requests providing recommendations for compatible cost-effective applications and hardware. Policy and Procedures - Assist with developing IT security policies and procedures designed to ensure the integrity, confidentiality, reliability, and appropriate use of the Council’s information assets. Works closely with the Council’s Emergency Preparedness Manager on issues related to physical and electronic terrorism, including emergency preparedness, response, and prevention reporting.  Review plans, designs, and system specifications to identify necessary interfaces with existing hardware and software environments.  Participate in disaster recovery planning and testing.  Create and provide status reports. Participate in preparation of project plans and proposals.  Participate in development of division-wide methodologies and standards.
	Percent of Time E and MRow1_3: 
	Indicate the duties of the position and the percentage of time spent on each  Group related tasks under the same percentage Percentages should be in increments of 5 with the highest percentage first Identify essential functions with an E and marginal functions with an M in the percentage column Other duties as required cannot be used as a task statementRow1_3: DESIRABLE ATTRIBUTES, EXPERIENCE, AND QUALIFICATIONS:• Some knowledge of developing and editing code in ASP.NET, VB.NET, and/or PHP.  Familiarity with MYSQL and phpMyAdmin interface. Ability to perform responsible, independent, technical and analytical work in planning and developing new computer applications and enhancements. ASP.NET and Drupal training may be provided• Some experience in Document Management System in Sharepoint 2013 or Alfresco is desirable• Ability to analyze information and situations, reason logically and creatively, identify problems, draw valid conclusions, develop effective solutions, apply creative thinking in the design and development of methods of processing information technology systems, to write and design code with specifications, and prepare effective reports• As the technical liaison to staff and management the applicant must be able to provide excellent customer service, answer question, explain technical information, regulations and decisions in a clear and concise manner• Knowledge of IT purchasing; graphics; help desk; PC/mobile devices support; telecommunication; network; printing devices; space planning software; and mandated IT reporting to the State CIO• Possess familiarity with general security concerns and common procedures in disaster recovery planning and testing• Familiar with generally accepted information technology concepts, practices, methods, and principles• Knowledge of information technology and telecommunication systems equipment and its capabilities• Proficient with PCs and software programs such as MS Office, MS Visio and MS Project• Highly motivated, dependable, and flexible• Being a Team playerPERSONAL CHARACTERISTICS AND WORK ENVIRONMENT:• Appropriate attire for professional office environment• Ability to work productively in a demanding environment• Strong customer service skills• Willingness and ability to accept increasing responsibility and demonstrate a capacity for development• Manage multiple priorities effectively and meet deadlines• Meet short processing times when necessary• Handle varying and sometimes large workload volumes• Ability to maintain calm during stressful situations• Ability to effectively handle multiple tasks and changing prioritiesSPECIAL REQUIREMENTS:Ability to operate a personal computer for long periods of time.  Must be able to occasionally move equipment either solely (25 lbs. maximum) or with another person (100 lbs. maximum).
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	IMMEDIATE SUPERVISOR Print: Dorothy Takahashi
	APPOINTEE: Vacant
	CLASSIFICATION: Associate Information Systems Analyst (Spec)  
	POSITION NUMBER: 530-001-1470-001
	DIVISIONSECTION: Planning, Performance & Technology/IT
	MCR: 1
	RPA: DSC15-045


