STATE OF CALIFORNIA
DEPARTMENT OF COMMUNITY SERVICES AND DEVELOPMENT DUTY STATEMENT

	EMPLOYEE
NAME
	CLASSIFICATION
	POSITION NUMBER

	Vacant
	Information Technology Associate
	016-190-1401-XXX999

	DIVISION
	UNIT
	EFFECTIVE DATE

	Administrative Service
	[bookmark: _Hlk129028723]Information TTechnology - Enterprise Project and Portfolio Management Office (EPPMO)
	TBD



SUMMARY OF RESPONSIBILITIES

Under general direction provided by the Functional Manager (ITS II Supervisor), Enterprise Project and Portfolio Management Office (EPPMO) Chief the Business Analyst (BA) is responsible for performing a variety of complex analytical and IT support activities for in support of CSD’s IT operations.  The BA is responsible to managing CSD’s legacy and enterprise systems upgrades, program implementations and functional changes.  The BA will analyze, develop, and document business and technical requirements for technology solutions using CSD’s BA framework and toolkit. The BA engages with CSD’s program staff to initiate and follow projects through system development lifecycle stages until implementation, ensuring compliance with departmental implementation guidelines, utilizing various defined technology governance processes. The BA will coordinate, schedule, and facilitate project meetings to discuss analysis, project updates, system issues, updates, and test results forto collaborative workgroups.

The incumbent will perform a wide variety of analytical activities in the areas of business process analysis, system design analysis, problem resolution, and legislative/policy analysis and consultation. The incumbent will combine complex analysis for business needs with project management tasks, which includes systems design planning and implementation activities for a highly complex IT projects and program implementations. Create technical documents (e.g., dataflow diagrams, entity relationship diagrams, process flows) for new and revised systems. Identify and develop system requirements that meet standard criteria (clear, complete, consistent, unambiguous, and testable).

The incumbent is responsibility for the design, development, configuration, testing and implementation for one or more of CSD’s core system functionality to ensure IT project and program standards and business needs are met. The incumbent participates in the study, analysis, design, implementation, maintenance, and support of ongoing departmental technology efforts across the organization.

The incumbent must demonstrate the highest level of expertise in business systems analysis techniques and System Development Lifecycle (SDLC) practices, the Project Management Lifecycle (PMLC), CA-Project Management Framework (PMF), Change Control principles and practices, and an understanding of customer service concepts, and requirements development methodologies.

The incumbent's areas of concentration will include, but are not limited to the following:

· Facilitate design sessions with various internal and external stakeholders such as project team members, CSD program management, front-end vendors and local service providers, etc. to implement system changes.
· Conduct fit gap analysis and provide alternative solutions. Conduct analysis to identify any impacts to requirements as a result of system and program changes as well as unanticipated business needs exposed during design, development, configuration, testing, and implementation for aof the future solution. 
· Utilize the BA tool kit and change control process to identify impacts and to obtain the necessary approvals.
· Conduct quality assurance reviews to ensure requirements are met and the future solution functions as expected. 
· Identify, develop, and document of test scenarios and test scripts with expected outcomes using the project/program requirements. Provide updates to management on the status of testing and system acceptance.
· Participate as a business analyst on the maintenance and replacement of PARC & EARS systems with a cloud-based application in Salesforce. 
· Serve as business analyst for the PARC, EARS and eCORE systems assisting as necessary with the study, analysis, design, implementation, and maintenance of the system. 
· Manage communication between EPPMO, Information Technology Services, CSD programs and external stakeholders.
· Assist business managers and staff to identify business requirements and translate to system technical requirements.
· Utilize the BA analysis toolkit to establish and monitor the system implementation schedule.
· Present status or findings at CSD Governance Board and other collaborative sessions on assigned projects.
· Be the Liaison with ITS developers and other technical staff to accomplish BA work.

Description of Essential Functions:
[image: ]
35% - Perform business analysis with external and internal customers in documenting current business processes, evaluating alternatives and/or preparing analysis on new technologies. Utilize CSD’s existing Salesforce cloud infrastructure as the first alternative to solving business problems. Acquires detailed knowledge of the business policy, process, and annual business contracts as well as technical program knowledge to elicit and document the gathering of business and technical requirements through joint application development and/or detail design sessions. Works with business unit staff to optimize business and workflow process and facilitates the modification or implementation of new application systems. Serves as a liaison between the business units, leadership, and staff members in day-to-day activities for associated projects. Thoroughly document IT related issues and resolutions in various tracking systems. Work in conjunction with all staff as necessary to ensure project requirements are documented, testing is executed, and application developers' questions are addressed.

Participates in the business analysis using object-oriented analysis and design methods to define common and/or unique business objects for CSD's custom applications. Analyzes and documents systems business requirements for all new application development.

Maintains detailed knowledge of the CSD legacy and future application systems to address questions or assist with troubleshooting, as necessary. May use specialty software to create a repository of business analysis artifacts or document library.

Serves as a subject matter expert to identify business requirements and resolve application related questions for the incumbent's assigned projects. Conducts research to clarify and/or add details that developers may have about a service request and performs analysis to recommend-the best alternative to resolve project issues. Facilitates cross functional business process teams to identify system requirements, prepares use case documentation and facilitates the development and/or enhancement of CSD's automated systems.

	25% - Assists in acquiring detailed knowledge of the business policy, process, and annual business contracts as well as technical program knowledge to support the creation and documentation of business policies and program requirements. Helps to ensure compliance with state and federal laws and policies and effectively communicates CSD program objectives to all technology partners. Work with peers in the Information Technology Services Unit to review and establish appropriate IT policies and procedures. 
	
	Develop IT systems and plans that align to and support CSD department and agency strategic plans. Conducts impact analysis on all program request related to the business requirements, workflows, use cases, business rules, data model, and policies. Reviews CSD program needs and identifies potential alternatives. Develops user and technical training materials. Works collaboratively on moderately complex tasks throughout the System Development Life Cycle (SDLC).

	20% - Develops technical documentation including, but not limited to, use case documentation, functional requirements, user stories, test scripts and/or training materials. Maintains the Data Transfer Rules (DTRs) for all assigned systems. Prepare responses about project questions regarding project library to ensure the full project history is maintained. Prepares user documentation and/or updates user guides for any projects. As the technical specialist, manages small to medium projects. Applies industry standardized project management and/or software development methodologies and manages the assigned projects. Provides timely and accurate updates to management regarding projects and assignments.

	15% - Project Management Support - Monitors progress of the software development lifecycle associated to service requests, work with the ITS team to facilitate communication about the status of a service request or do project status reporting. Work with the business analysis unit team to create project schedules, prepare project artifacts and may also facilitate communication about the status of a service request or do project status reporting. Prepares Microsoft Project documents and works with other IT and business staff to evaluate best practices in project management. Develops effective written program, technical, and project reports or summaries. Develops and provides presentations to executives, senior management, and peer groups. Participates in activities throughout the software product life cycle which may include planning, implementation, maintenance, enhancements, migration, archiving, and retiring. Serve as project support and  technical specialist, managing small to medium projects. Applies industry standardized project management and/or software development methodologies and manages the assigned projects. Provides timely and accurate updates to management regarding projects and assignments.

Marginal Functions:

5 % - Assists in the completion of special projects assigned by the Chief Information Officer or Project Management Office Supervisor, as necessary. Attend regularly scheduled meetings and provide written and verbal reports and analysis of associated technology issues. Attend professional conferences and training classes, as appropriate, to maintain and enhance ITS team members and management. Assist, support, and train staff on use of the system functions and transactions. Prepares justification or solicitation documents to acquire external service contractors/consultants and management of such contracts to facilitate the development and/or enhancement of CSD's systems. Support CSD Governance activities as directed. Other duties as assigned.

Supervision and Guidelines Received:
The incumbent receives direct supervision from the Chief of the EPPMO.  The incumbent receives broad direction with assignments and is expected to plan, design, and independently execute the work.

[bookmark: _Hlk129031428]Supervision Exercised:
The incumbent does not supervise.

Domain Areas:
IT Project Management and IT Business Analysis

Administrative Responsibility:
The incumbent is expected to adhere to the laws, rules, policies, as well as procedures pertaining to Unit functions.  The incumbent does not have direct administrative responsibilities.

Personal Contacts:
The incumbent will have routine contact with the CIO, program staff, and technical staff to provide and make recommendations for business analysis and project management.  Regular contact with ITS staff and its technical vendors as well as external entities such as CalHHS, or California Department of Technology.
.

Actions and Consequences:
The incumbent is responsible for individual decisions and actions. As a subject matter expert, the incumbent is responsible for actions that could have a serious detrimental effect on the operating efficiency of the undertaking or function. The incumbent is also responsible for carrying out the policies, processes, and procedures that are used throughout CSD and are implemented enterprise wide.  It is critical that the incumbent be able to maintain a high level of professionalism, diplomacy, and tact as this position must be able to successfully communicate with individuals throughout the enterprise as well as control agencies and the private sector.  Failure to perform adequately could result in the operations of CSD being disrupted.  Consequently, accuracy and attention to detail are of paramount importance.

Job Requirements:
Ability to perform the essential functions of the job, with or without reasonable accommodations including communicate effectively (orally and in writing), comprehend, evaluate, and follow written instructions, type, and use personal computers.  The incumbent should possess the following knowledge/abilities to perform the essential functions of the position:

Knowledge of: Principles, techniques, and procedures related to the delivery of information technology services; the System Development Lifecycle including the associated methodologies, tools, and processes; the organization’s business processes and procedures; education tools and techniques; performance monitoring tools and techniques, and data administration techniques and best practices.
Information technology governance principles and guidelines to support decision making; complex and mission critical business processes and systems; principles, methods, and procedures for designing, developing, optimizing, and integrating systems in accordance with best practices; system specifications design, documentation, and implementation methodologies and techniques.
Business requirements definition and systems analysis; concepts, principles, and practices of quality assurance; database design principles and techniques, application deployment methodologies and migration tasks (e.g., data conversion, software installation/instructions, migration plans, change and release management), system development methodologies (e.g., Agile(Scrum), Waterfall, Iterative). Knowledge of requirements, logical data modeling and workflow methodologies and standards, and system development methodologies (e.g., System Development Life Cycle, Agile, Waterfall, Iterative).

Ability to: Use initiative; act independently with flexibility and tact; use logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or approaches to problems; perform technical analysis of proposed technology solutions; comprehend technical documents to interpret specifications, system implementations, capabilities, interdependencies, and compatibilities; serve as a technical liaison; develop and effectively utilize all available resources; develop end-user training materials; and gather data to perform statistical analysis and report outcomes.  outcomes.
Formulate and recommend policies and procedures; perform effectively in a fast-paced environment with constantly changing priorities; establish and maintain project priorities; apply federal, state, department, and organizational policies and procedures to state information technology operations; apply systems life cycle management concepts used to plan, develop, implement, operate, and maintain information systems; positively influence others to achieve results that are in the best interests of the organization; consider the business implications of the technology to the current and future business environment; communicate change impacts and change activities through various methods; conduct end-user training; collaborate closely with technical subject matter experts such as database administrators, network engineers, and server administrators to ensure systems are secure and meet compliance requirements; assess situation to determine the importance, urgency, and risks to the project and the organization; make decisions which are timely and in the best interests of the organization; provide quality and timely ad hoc project information to executives, project team members, and stakeholders; develop decision making documents; and assess and understand complex business processes and customer requirements to ensure new technologies, architectures, and security products will meet their needs.

Learn a new technology product and become productive within a reasonably short duration, work directly with customers, effectively use development and version control tools, create technical documents (e.g., requirements documents, workflow diagrams, test plans, dataflow diagrams, entity relationship diagrams, process flows) for new or revised systems, write technical reports to ensure processes performed are appropriately recorded, lead problem solving business/technology teams and projects, and prioritize work assignments and perform job tasks during stressful working conditions (e.g., deadlines, multiple assignments) to ensure completion within established timeframes.


Performance Expectations:

· Communicates in a professional and effective manner with co-workers, external partners, vendors, customers, and CSD management team utilizing tact and interpersonal skills to establish and maintain effective working relationships in all situations on an on-going basis.
· Provide proactive, exceptional customer experience to internal and external customers.
· Complete work items competently, thoroughly, and efficiently on or before  due date and time.
· Prioritize to ensure most important work items are completed timely first and  seek verification and clarification on work item with competing priorities on a continual basis.
· Ensure work items and records are sufficiently, accurately, and unambiguously documented; and time-sensitive records (e.g., work item status) are up to date.

Characteristics:
· Customer Service – Proactively and efficiently provide clear, courteous, comprehensive, and competent services to all internal and external customers while practicing proper work etiquette.
· Credibility and Integrity – Understands internal and external customers and has a true desire to build credibility; has a personal compass composed of clear principles; demonstrates the highest professional and legal ethics.
· Teamwork – Cooperates to achieve the department's mission, vision, and goals by actively contributing to operational as well as project teams.
· Accountability – Makes decisions using good judgement and remains accountable for those decisions.
· Reliability – Meets time and quality commitments and demonstrates the ability to organize for success.
· Innovative – Contribute to unit and department success by developing and recommending creative and innovative solutions; and stay informed on current departmental challenges




I have read and understand the duties outlined in this document.

Can you perform the essential functions of the position, with or without reasonable accommodation?
	 YES	NO
	

If reasonable accommodation is necessary, please complete a Reasonable Accommodation Request Form from the Human Resource Office, Reasonable Accommodation Coordinator.

__________________________________			______________________
Employee Signature						Date


___________________________________			______________________
Supervisor Signature						Date
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