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	OFFICE OF STATE PERSONNEL

POSITION DESCRIPTION FORM



	

	Name of Employee
	Present Classification Title

	Vacant
	     

	Present 15 Digit Position Number/Proposed Number
	Usual Working Title of Position

	4499-0000-0000-654
	     

	Department, University, Commission, or Agency
	Institution & Division

	DHHS
	Division of  Helpful Services

	Street Address, City and County
	Section & Unit

	888 Ruggles Drive
	IT Services 

	Location of Workplace, Bldg. And Room Number
	Supervisor’s Position Title & Number

	Hoey Building
	IT Manager, 4499-0000-0001-234

	Name of Immediate Supervisor
	Work Hours (i.e. 8:00-5:00pm, etc.)

	John Smith
	8 a.m. to 5 p.m.

	Work Schedule (i.e. Mon-Fri, rotating shifts, etc.)
	

	Monday - Friday
	

	Primary Purpose of the Organizational Unit

	
IT Services is responsible for developing and maintaining the computer application systems for the Division.  These systems support the service delivery and administrative functions and include large, complex systems.  The programmers are responsible for providing comprehensive automation solutions to enhance service delivery and improve productivity of business activities conducted throughout the Division.  This branch coordinates all levels of automation development for the Division; devises automation plans; manages development efforts; controls changes to production software; monitors all active production systems; and provides ongoing systems support for all major automated systems.     


	%
	Description of Work: Describe the purpose of the job, and the major functions in which the employee participates or for which the employee is responsible.   In the small left-hand column, indicate the percent of time the employee spends in each functional element. The percentage amounts should add up to 100%.  In addition, please place an asterisk (*) next to each essential duty/function.

	
	

	
	

	
	

	
	
Primary purpose:   The primary purpose of this position is to provide systems analysis, business analysis and modeling and programming. Duties include developing requirements, designing new programs, analyzing and modifying existing programs, providing complete documentation, debugging programs, writing specifications, writing test plans and testing. Responsibilities include producing deliverables for all phases of the standard development project life cycle, from functional requirements through final implementation and production support.  Duties include participation in project planning, design with clients and senior analytical staff, consultation and planning for specific modifications and enhancements to the system, status reporting, project monitoring for quality assurance and adherence to procedures.  Also included in this position's purview are system assessment and performance monitoring in order to avoid preventable interruption of production and provide optimum quality service to the clients are included in the responsibilities of this position.

*(60%)  Systems Analysis and Programming.  Duties include:

a)
Conduct reviews with clients that will result in a complete understanding of the requirements
               and the deliverables.

b)
Prepare documents defining requirements for review by management and clients.

c)
Perform impact analysis of requirements on existing (and potential) systems.

d)
Prepare project plans resulting in resource requirement projections.

e)
Analyze and design systems, databases and programs using a business and data modeling tool.




	%
	Description of Work:  (continued)

	
	
f)
Prepare systems, database and program specification documents for review by team management
               (and clients, if appropriate).

g)
Program or direct programming efforts or model management of the objects created.

h)
Prepare unit, system, integration, and conversion test plans.

i)
Unit, system, integration and conversion testing or directing the testing and review of test results.

j)
Prepare training materials, manuals, system documentation and the direction and review of these efforts.

k)
Prepare implementation plans for multiple platforms.

l)
Obtain final client signoff.

m)
Interface with technical support personnel.

n)
Implement systems/programs and deploying to multiple platforms.

o)
Support Production systems.

*(10%)  
Organizing Work


a)
Plan projects.

b)
Administer and control projects.

c)
Project status reporting.

*(10%)  Communications

a)
Communicating with internal and external clients.

b)
Timely communication to team management on any potential issues.

c)
Communicating and consulting within Division and within technical community.

d)
Sharing knowledge and experience.

*(10%)  Assessing and Monitoring System

a)
Continuous monitoring and assessment of system performance.

b)
Use of available utilities.

c)
Trouble-shooting to avoid potential problems.

d)
Providing timely solutions.

*(10%)  Quality Assurance and Control

a)
Ensure standards and procedures are applied to all projects, proper methodology is used when

               applicable, and a high quality product is provided.

b)
Schedule, prepare for and participate in QA reviews for all support team projects which fall within
               the scope of the QA Review Program.  System design and source code walk-throughs will be
               conducted when appropriate.



	Competencies:  Knowledge, skills, abilities and attributes required in this position? What educational background is needed to perform these duties and responsibilities? What kind or work experience is needed?

	
Competencies:  High degree of business and technically oriented knowledge with significant practical experience in information systems activities, such as systems analysis, design, modeling and programming.  Training in  business analysis, systems analysis and design, business and data modeling, project management, time management, database design, client/server and multi-platform environments.  Demonstrated knowledge of hardware/software in PC/LAN environments and components and complexitites of client/server architecture.  Demonstrated skill in preparing implementation plans to multiple platforms. Effective management of multiple projects.  
Education:  Graduation from a four-year college or university with nine semester hours in programming and one year of experience in business application consulting or development.  Experience in the field of work related to the position's role may be substituted on a year for year basis.
.

Experience:  Experience in systems systems development tools and techniques.  One year of experience with Visual Basic, C++, SQL, Crystal Reports, and UNIX scripting.    
.


	License or Certification Required by Statute or Regulation: Is a license or certificate required?  What kind and type?

	n/a




	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	
	

	Employee’s Signature Title
	
	Date
	
	Supervisor’s Signature/Title
	
	Date


