DELTA STEWARDSHIP COUNCIL

STATE OF CALIFORNIA

JOB DESCRIPTION AND POSITION CLASSIFICATION
DSC 525 (2-PAGES) (REV. 01/10)

CLASSIFICATION POSITION NUMBER MCR RPA #
Associate Information Systems Analyst (Spec) 530-001-1470-001 1 DSC16-019
APPOINTEE EFFECTIVE DATE DIVISION/SECTION
Vacant Planning, Performance & Technology (PPT)
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
]  RO1
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[] Supervisory [] Lead Person Dorothy Takahashi Staff Info. Sys. Analyst (Sup)
DATE

APPROVED BY (Personnel Analyst's Name)
Lynn Borja 5/16/15

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:

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
(IT) 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.

DESCRIPTION OF DUTIES

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

45%(E) |Hardware and Desktop Support

Support desktop and hardware for all personal computer systems (includes mobile devices),
peripheral devices, other hardware components. Provides IT solutions to assist customers in
resolving problems including desktop imaging/configuration. Set up and install new desktops
and laptops/tablets. Maintain and update IT equipment inventory. Develop and provide training
for end-users to enhance practical skills and knowledge on the use of personal computers,
peripheral and mobile devices. Assist the Staff Information Systems Analyst Specialist on more
complex IT projects including laptop deployment and encryption.

20%(E) | Software and Patch Management Support

Provide software application support for Windows 10 desktop/laptop environment including any
software configuration issues. Assist network administrator by updating security and
application patches as needed. Maintain software license inventory for audits.

Use AutoCAD software to design and maintain the Council's floor plans for use in the office
space layouts, staff seating, evacuation planning, and infrastructure wiring for network, printers,

and voice services.

SUPERVISOR’S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR’S NAME (Print) SUPERVISOR’S SIGNATURE DATE
Dorothy Takahashi >
EMPLOYEE’S STATEMENT: | 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
Vacant >
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION

Associate Information Systems Analyst (Spec) 530-001-1470-001 1 DSC16-019

POSITION NUMBER MCR RPA #

DIVISION/SECTION

APPOINTEE
Vacant Planning, Performance & Technology (PPT)
Percent of Indicate the duties of the position and the percentage of time spent on each. Group related tasks under the same percentage.
Time Percentages should be in increments of 5% with the highest percentage first. Identify essential functions with an (E) and marginal
(E) and (M) functions with an (M) in the percentage column. “Other duties as required” cannot be used as a task statement.
15% (E) | Telecommunications Voice System Support
Support the telecommunications voice system as required. Identify and resolve problems
with telecommunications voice system. Coordinate and interact with various
telecommunication service providers, manage voice mail accounts, maintain floor plan
containing dial tone assignment placements, maintain telecommunications inventory, and
manage Calnet 3 circuits.
10% (E) |Video Conferencing and Audio/Visual (A/V)Support
Must maintain A/V equipment including projectors and assist with CISCO WebEXx video
conferencing when require.
10% (E) |IT Procurement Support and Other IT Support

Prepare IT procurement requests. Provide recommendations for compatible
cost-effective applications and hardware. Other IT support include, but limited to assisting
with procuring special IT requests. Provide recommendations for compatible
cost-effective applications and hardware. Assist other IT staff in the areas of network and

website design and testing.
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Support desktop and hardware for all personal computer systems (includes mobile devices), peripheral devices, other hardware components.  Provides IT solutions to assist customers in resolving problems including desktop imaging/configuration. Set up and install new desktops and laptops/tablets.  Maintain and update IT equipment inventory.  Develop and provide training for end-users to enhance practical skills and knowledge on the use of personal computers, peripheral and mobile devices.  Assist the Staff Information Systems Analyst Specialist on more complex IT projects including laptop deployment and encryption. 


Software and Patch Management Support
 
Provide software application support for Windows 10 desktop/laptop environment including any software configuration issues.   Assist network administrator by updating security and application patches as needed.   Maintain software license inventory for audits.   

Use AutoCAD software to design and maintain the Council's floor plans for use in the office space layouts, staff seating, evacuation planning, and infrastructure wiring for network, printers, and voice services.
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Support the telecommunications voice system as required.  Identify and resolve problems with telecommunications voice system.  Coordinate and interact with various telecommunication service providers, manage voice mail accounts, maintain floor plan containing dial tone assignment placements, maintain telecommunications inventory, and manage Calnet 3 circuits. 


Video Conferencing and Audio/Visual (A/V)Support

Must maintain A/V equipment including projectors and assist with CISCO WebEx video conferencing when require.


IT Procurement Support and Other IT Support

Prepare IT procurement requests.  Provide recommendations for compatible cost-effective applications and hardware. Other IT support include, but limited to assisting with procuring special IT requests.  Provide recommendations for compatible cost-effective applications and hardware.  Assist other IT staff in the areas of network and website design and testing.
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