STATE OF CALIFORNIA - HEALTH AND HUMAN SERVICES AGENCY

CALIFORNIA DEPARTMENT OF SOCIAL SERVICES

State of California - Department of Social Services

DUTY STATEMENT

EMPLOYEE NAME:

VACANT

CLASSIFICATION:
Information Technology Associate (ITA)

POSITION NUMBER:

800-712-1401-003

DIVISION/BRANCH/REGION: (UNDERLINE ALL THAT APPLY)
Information Systems Division/POST

BUREAU/SECTION/UNIT: (UNDERLINE ALL THAT APPLY)
Project Management Section

SUPERVISOR’S NAME:
Tuongvy Dao

SUPERVISOR’S CLASS:
Information Technology Supervisor Il

SPECIAL REQUIREMENTS OF POSITION (CHECK ALL THAT APPLY):

Designated under Conflict of Interest Code.

Requires repetitive movement of heavy obje

None
Other (Explain below)

oOdoon

Duties require participation in the DMV Pull Notice Program.

cts.

Performs other duties requiring high physical demand. (Explain below)

| certify that this duty statement represents an accurate
description of the essential functions of this position.

| have read this duty statement and agree that it represents the

duties | am assigned.

SUPERVISOR'’S SIGNATURE

DATE

EMPLOYEE’S SIGNATURE

DATE

SUPERVISION EXERCISED (Check one):

O None L] Supervisor

[ ] Lead Person

[ ] Team Leader

FOR SUPERVISORY POSITIONS ONLY: Indicate the number of positions by classification that this position DIRECTLY supervises.

Total number of positions for which this position is responsible:

FOR LEADPERSONS OR TEAM LEADERS ONLY: Indicate the number of positions by classification that this position LEADS.

MISSION OF ORGANIZATIONAL UNIT:

Information System Division's (ISD) mission is to develop, support and promote the business value of IT which
comes from the ability to conduct business processes more reliably, faster and at lower cost. ISD creates value by
continually improving customer service and providing access to information that enables better decision making by

CDSS business units.

ISD accomplishes this by:

« effectively managing information systems and equipment;
« planning, communicating and implementing responsible information technology policies and solutions; and,
« sharing and transferring information technology knowledge and tools.
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CONCEPT OF POSITION:

Under general supervision of the Project and Portfolio Management Bureau (PPMB) Chief (ITM 1) and Project
Management/Project Support Unit Chief (IT Sup II), the Information Technology Associate (ITA) is responsible for
providing project and portfolio management support services to complex and sensitive information technology
projects in the planning and development phases. The ITA supports development of project approval
documentation, and supports and improves project management processes and procedures for complex and
sensitive projects with a statewide impact.

A. RESPONSIBILITIES OF POSITION:

Project Management

35%: Implement project management best practices to effectively meet project goals and objectives. Assists the
project with project management business and technical support tasks relating to project scope, schedule, quality
assurance, risk management, planning, issue management, and other project management disciplines by providing
both required information and recommendations for action by management. Serves as the primary point of contact to
update processes, and validates, tracks, and reports status of project issues. Provides required information to
supervisors/managers and other project staff on project management policies, procedures, practices, and standards.
Assists the project team in developing and maintaining project management plans, and as-is/to-be processes that
comply with project standards. Ensures project plans and documented project processes are approved and placed in
the project library/document repository. Serves to maintain and update risks, issues, actions, and incident logs.
Assists the project team in completing business and complexity assessments on projects.

Business Analysis

25%: Work closely with PPMB Project Managers and IT Representatives to obtain an in-depth understanding of
system processes. Duties include: analyzing Information Technology Service Requests (ITSRs) and collaborating with
IT Representatives to determine business needs and support the further refinement of business requirements; working
with customers and documenting business processes and developing business requirements, conducting fiscal
analyses; developing reports; documenting detailed system user requirements/user stories; maintaining traceability
matrices for requirements/user stories; eliciting and analyzing business requirements/user stories; assisting with the
facilitation of user acceptance testing (UAT) and; supporting functional leaders in the development of business
requirements in order to ensure projects will be successful and support the needs of customers.

Technical Documentation

20%: The position will perform a wide range of technical writing functions including documenting complex current and
proposed business processes and provide technical support on Project Approval Lifecycle documents including: Stage
Gate processes, Planning Expenditure Reports, Special Project Report, project status reports, etc. Conducts process
definition/improvement work groups through the development of work group objectives and strategies, and
coordination of work group participation.

Project Support

10%: Lead and coordinate IT projects that are less complex in nature. Ensure the Project Management Body of
Knowledge (PMBOK) and the CA Project Methodology Framework (CA-PMF) methodology and practices are applied
consistently so that projects are managed in a way that will bring them to a successful conclusion. This includes
project initiation, planning, tracking, coordination, and status reporting. Support other Project Managers on their
complex IT projects. Provide project status updates as required.

Other Duties
10%: Perform other related duties as assigned by the Bureau Section/Chief which can include providing required
project portfolio support to the enterprise.
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B. SUPERVISION RECEIVED:

The ITA receives supervision from the Project Management and Project Support Section Chief (IT Sup II).

C. ADMINISTRATIVE RESPONSIBILITY:

The ITA is responsible for providing technical and project management support for the Information Systems
Division. The ITA also provides Departmental IT project coordination and tracking, develops policy and procedures
for the administrative portions for the IT governance process, completes legislative analysis, and provides additional
administrative recommendations for general branch activities.

D. PERSONAL CONTACTS:

The ITA has contact with staff at all levels within the Department and representatives from other departments (e.g.,
the Department of Finance (DOF) and the Department of Technology (CDT). The ITA also has contact with private
vendors and contractors.

E. ACTIONS AND CONSEQUENCES:

The ITA must exercise tact and judgment in their project management and project support duties. They must also
exercise judgment when making recommendations regarding the best project management practices for information
technology system projects within the Department. Failure to exercise good judgment would have an adverse
impact on the ability of the CDSS to deliver successful information technology projects, and the branch to provide
knowledgeable and informed recommendations to the CDSS for the effective use of technology.

F. OTHER INFORMATION:

Thorough knowledge of Microsoft Project Online is required. Knowledge of PMBOK and CA-PMF is desired. The
ITA must possess excellent work habits such as attention to detail, dependability, the ability to meet deadlines, and
perform completed staff work. The ITA must also have excellent communication skills. Above all, the ITA must have
the ability to develop cooperative working relationships with all levels of staff within ISD and the Department.

This position requires a background investigation, including a criminal conviction history screening before hire (IRS
Publication 1075). Applicants are required to submit fingerprints via the Live Scan process to the Department of
Justice (DOJ) and the Federal Bureau of Investigation (FBI). Background investigation clearance is a condition of
employment for this position.
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STATE OF CALIFORNIA - HEALTH AND HUMAN SERVICES AGENCY

CALIFORNIA DEPARTMENT OF SOCIAL SERVICES

State of California - Department of Social Services

DUTY STATEMENT

EMPLOYEE NAME:

CLASSIFICATION:

POSITION NUMBER:

DIVISION/BRANCH/REGION: (UNDERLINE ALL THAT APPLY)
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Requires repetitive movement of heavy obje
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