STATE OF CALIFORNIA « DEPARTMENT OF TRANSPORTATION i  PReBAGE
POSITION DUTY STATEMENT | PROPOSED

P-0924 {REV 772014) Lo

CLASSIFICATION TITLE e ) BFFICE/BRANGHISECTION

~Assistant Information ‘Systems Analyst o [D20ARformatio ”‘chnotbgWCS[}iFreﬁnca {TOffics
WORKING TLE - T |POSITION NUMBER v EFFECTIVE DATE
Telecommunications & IT Support Analyst 900-176-1479-924 4
As a valued member of the Caltrans team, ymz make it possible for the Dapartment o pmvsﬁe a wfe sustatnable

integfated, and efficient transporfation system to enhance California’s. manomy and livability. Caltrans is a performance-
driven, transparent, and accountable organization that values its peopie Tesources and pariners, and mesls new
challenges through leadership, innovatioh-and teamwork.

Under the supervision of the Data Progessing Manager | (DPM 1), the incumbent performs a wide variety of analytical
activities in support of complex information tea:hmlagy, cellular and telecommunication systems, networks, and platiorms.
Provides Districtwide and Regional Program services, supports; installations, implementations, and procurements of all
cellular equipments and telephone devices. Since communications are critical to the: District and Region’s abmty to meet
mission responsibilities, they are directly related to project delivery as follows:

TYPICAL DUTIES:

Peicantage Joby Dascriptian

Essential (E)Margingl ()1

50% E Provide extensive: and continuous (msmmer semce And support forthe pmcurement

: programming, upgrading, activation, deactivation and troublestiooting cellular squipment forthe
district and regionail programs, Maintaln correct charging information; analyze and evaluate '
‘communication billing to ensure proper and cost effective rate plans are utilized; coordinate with :
HQ Accounting Utilities Payment Sectic p&rfom‘x review and analysis of pﬁans pu hasecellar
_ devices; and works with vendors for ser &t : ger for all e BRI

devices. Use véndor accassible. systems fo manage accaunts and anec aixzad semcas

a5y, E Coordinate work, procurement, support and issues with the telecommunication and celluler

vendors. Procure sl districtand regional program Information Technology {IT) equipment and
‘cellular devices. Maintain knowledge af the State of Gaﬂfomna IT and cellular procurement
process and. contracts.

5% E “Perform asset management functions reiated to maintaining inventory; tracking of equipment;
‘receipt of new daevices, process: dommentatmn and coordinate with property ccmtmﬂer for new,
lost, stolen, damaged, and surveyed equipment.

5% M Provide support and troubleshoot the district's taiaphcmy and wiring management system, Do
‘moves and changes of phone. mwicesw Perform cross corinects in the MPOE and IDF'g in the
various district faciiities.

5% M Perform basic PC Support functions am:f services te the Fresno T Sannce Besk Learn new
software and document processes.

1ESSENTIAL FUNGTIONS are the core duies of the position that cannot b reassigned.
MARGINAL FUNCTIONS are the minor fasks of the p'dsmzm that can be a‘ss%gﬂé:! toothers.

SUPERVISION OR GUIDANCE E}(ERCESED OVER GTHEE?S
None

KNOWLEDGE, AE!LETIES AND ANALYTICAL REQUEREMENTS

Must have a working knowledge of electronic communication devices and systems; Information Tachnolugy equipment
and its capabilities; customer support technigues; Must be able to use current Micrasoft Windows operating systemand.
Office suite. The employee must possess the ability o understand the basic concepts of the hardware and software used
for telecommunications and networking platforms supported within the District. Must analyze related operations/activities
to determine appropriate recommendations to the various users performmg communications-related operationsin the
District. Mustbe willing to learn future electionic communications technology trends. -Must be able ta spaa%: and write
effectively and prepate effective reports. Professional customer service is-a must.

ADA Nofice Foi individusle wilh gensory disabé“ﬁas, this documint 18 available in amemate fmmats For mfnmmﬁm call {p18Y 4454253
i : TEY 711, or it to Hedords and Forms Managerment, 1120 N Stréet, M- 84, Sacraimentc, CAUSE14 -
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RESPONSIBILITY FOR ﬁECiSIGNS AND CONSEQUENG

The employee is responsible-for decisions and consequer
failure of which would regult in the loss of District and Centr
~ project delivery schediles:

ES OF ERROR
s relatéd to the operation of the district's daily operation, the
| Region communications and/or data-and possably impar;t

PUBLIC AND INTERNAL CONTACTS

Must establish-and maintain cooperative working reka%sonships with IT peers, HQ, Dzstnnt and Regmn staff and oatssds
vendors: Interact directly with District anid Region technic fﬁstaff to keep systems on-line. May also deal with other State,

Fectera! County am City-agencies h coordinating neiwoﬁt access and: communma%mns

PHYSICAL, MENTAL, AND ﬁMO?lQNAL REQU REMENTS

Requires the operatlan of a personal computer, desk: phone and cellular devices. Considerable time w;{E bespent sittmg
at a desk or driving/riding in‘an automobile, Sustained mental activity ma be needed for report writing, auditing, problem
solving, analysis and reasoning. Emotional requiremerits include the ability to develop and maintain cooperative working
relationships; reapmd appropriately to difficult situations; mcagn ize emotionally charged issues or problems and

acknowledge the various responses. Must he able to- mazm:am composure, -
WORK ENVIRONMENT

Incumbent will work in an office environment with arﬁﬂctai ing ari
may encounter dust in network closets or under computer room raised ﬂo i
necessary. Astate vehicle may e aveilable. if travel will 53 piarformed inastate vehmie ‘@ val:d California drwe:"s
ficense is required.

I have read, understand and can perform the dutses hsted above. {lf you believe. y@u may require reasonable
accommodation, please discuss this with your hiring supervisor, If ymz are unsure whether you require reasonable
~ accommodation, inform the hiring supervisor who will discuss your coricerns with the Reasonable Accommodation -
Coordinator.) : »

EMPLOYEE (Prini)

EMPLOVEE (Signaturs) " v | T [oATE

| have discussed the dufies with, and provided a copy of this '&uiy-sfaiément-ﬁmm employee named above.

SUPERVISOR (Prinh)

"SUPERVISOR (Signature) KNSR , T flt}mg-




