CALIFORNIA DEPARTMENT OF TRANSPORTA™

DUTY STATEMENT
CLASSIFICATION TITILE : DISTRICT/DIVISION/OFFICE
Associate Information Systems Analyst D20 Information Technology/Infrastructure
(Specialist) Division/Enterprise Architecture/Telecommunications
WORKING TITLE POSITION NUMBER | EFFECTIVE DATE
Telecommunications Analyst 900-170-1470- June 2014

As a valued member of the Caltrans team, you make it possible for the Department to provide a
safe, sustainable, integrated, and efficient transportation system to enhance California’s economy
and livability. The Department of Transportation is a performance-driven, transparent, and
accountable organization that values its people, resources and partners, and meets new challenges
through leadership, innovation and teamwork '

GENERAL STATEMENT:

Under the general direction of a Data Processing Manager [I (DPM II), in the Information Technology
Infrastructure Division, Telecommunications, [T Asset Management Office. The incumbent performs the
more technical planmng, analysis, support and configuration of voice and data communications systems,
cable services, payphones, and wireless telemetry devices statewide. This includes telephone lines, data
circuits, VoiceOver Internet Protocol (VoIP), satellite phones and pagers. The incumbent will also manage
and maintain all aspects of Telecommunication purchase and service contracts, statewide. The incumbent
will also provide technical desktop support and assist in the resolution of hardware/software problems
users may encounter with voice, data, and wireless devices.

TYPICAL DUTIES:

E - Essential
M~ Marginal

40%E  The incumbent assists in providing support to Agency Telephone Representatives (ATRS)
located throughout Headquarters and the twelve district offices for all the teiephﬂne, data
circuit and wireless telemetry deviced needs statewide. The incumbent uses various
telecommunication systems to add, move, change, and reprogram phone features, routing
and billing. The incumbent facilitates the resolution of telecommunication issues
including contract, procedure, payment, or equipment problems among the ATRs,
vendors, and Department accounting staff. The incumbent works with ATR's statewide to
ensure they are familiar with and adhere to the telecommunications sections of the State
Administrative Manual (SAM Chapter 4500), the Cal Net contract, and the Department's
Wireless Telecommunications Management Manual (WIMM). The incumbent plowdes
direct support to District 20 Information Technology staff in purchasing voice and
wireless equipment. The irncumbent will initiate audio conferencing lines, provide
technical telecommunication desktop support, and resolve telecornmunication
hardware/software problems, consults and advises management in establishing
departmental telecommunications policy and administrative procedures covering voice
and data. The incumbent will developy and maintain procedures consistent with the
departments goals and objectives, and ‘maintain these procedures in the Caltrans




Associaté Information Systems Analyst
Infrastructure/Enterprise Architecture/Telecommunications
Page 2.0of' 5

Telecommunications Manual. The incumbent orders telecommunications equipment and
services for the districts and headquarters via the Telecommunications Service Request
Form 20, which is required by the State Telecommunications Management Manual. The
incumbent will work with the Wide Area Network (WAN) Team to analyze, document,
and report data circuits needed (ie., frame-relay, ATM), specific installation
requirements for cach site location (district/headquarters), and process orders as
requested.

30%E  The incumbent manages the headquarters audio conferencing accounts. The incumbent
works with users to determine the type of services needed, assists with statewide billing
inquiries, and monitors audio conference usage. The ingumbent provides best value cost
suggestions to management regarding audio conference usage. The incumbent
coordinates installations of data circuits and VoIP with telecom vendors (i.e., AT&T,
Verizon) and local/district contacts. The incumbent notifies vendors to begin work and
monitors work to ensure compliance with agreement/contract, state laws, IT policies, and
regulations.

20%E The incumbent develops and maintains all aspects of Telecommunication service
contracts including the planning, design and support of the telephone maintenance, pay
phone, wireless and cable service contracts. This incumbent communicates with the pay
phone vendor who provides services to pay phones located in Maintenance Roadside Rest
Areas, Bridges, and Office buildings. The incumbent works with the vendor to address
any pay phone equipment damage or installation; works with various maintenance
superintendents throughout the state to obtain vendor access to install or replace damaged
pay phones. The incumbent also assists in working with the desktop phone- telephone
maintenance vendor and cable service provider in resolving technical and resource
problems.

10% M  The incumbent establishes departmental telecommunications policy and administrative
procedures covering voice, data, wireless telemetry devices, pay and satellite phones, and
cable services. The incumbent will also assist and back-up wireless ATR's and work as a
tearm with his/her counterpart supporting the aforementioned telecommunications duties,
The incumbent assists in the development and maintenance of procedures consistent with
the department goals and objectives, and maintains these procedures in the
Telecommunication Procedure Manuals. Initiates meetings with ATRSs to discuss and
address various telecom problems they may be encotntering with the contract terms,
processes or equipment.

SUPERVISION EXERCISED OVER OTHERS:

None.

KNOWLEDGE; ABILITIES AND ANALYTICAL REQUIREMENTS:

Knowledge of: The incumbent must have a general understanding of Telecommunication and a working
knowledge of the principles and practices of analysis, procurement, and contracts. Interpersonal skills
are required in order to provide customer satisfaction using innovative and proactive techniques in
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resolving problems presented to department staff, vendors and information technology support teams.
The incumbent must have a general understanding of the department's telecommunications infrastructure.
General knowledge of Local Area Networks (LAN) Wide Area Networks (WAN) and data circuits is
required in-order to work with the WAN group and the vendor to identify the proper circuit for a
particular job.

Ability to: Write clearly and concisely, document system procedures and flow; analyze data and
situations; reason iogzeaily and creatively, identify problems, draw valid conclusions, and develop
effective solutions; assist in the deve]opment of supporting doctimentation; apply creative thinking in the
design and development of processing data with electronic computers; establish and maintain cooperative
working relationships with those contacted in the course of the work; speak and write effectively; prepare
effective reports; provide technical supportto other incumbents; and skillfully deal with the full range of
clients (from the novice to the expert).

Analytical Requirements: The employee must have a level of analytical ability sufficient to permit the
employee to effectively apply current techniques to the operational problems encountered by the
Department.

CONSEQUENCE OF ERRORS / RESPONSIBILITY FOR DECISIONS:

The incumbent must exercise good judgment, and take appropriate action. In working with the Director’s
Office, the incumbent must be able to solve problems quickly. Poor decisions or recommendations could
result in significant losses of departmental efficiencies through unnecessary delays, loss of data,
equipment damage, loss of employee productivity and customer dissatisfaction. Poor decisions or delay
of action in submitting the appropriate Form 20 or IT-20C could result in a loss of funds if invoice issues
are not resolvé in a timely manner.

PUBLIC AND INTERNAL CONTACTS:

The incumbent works closely with client personnel within and outside of the Information Technoiogy
organization, including high-level management such as the Director and Deputy Directors. The
incumbent will also have frequent contact with all levels of management and staff within the Department
and those of external agencies, private companies and consultants on the planning, development,
implementation, and coordination of IT issues, and/or to coordinate problem resolution. The incumbent
may initiate contact with other departments, governmental agencies or private companies concerning IT
technologies and methodologies.

PHYSICAL, EMOTIONAL AND MENTAL REQUIREMENTS:
Most of the duties require interaction with many people. It is important that incumbents work with othets
in a cooperative manner. Incumbent may be required to work in highly flexible situations when system
failures occur and immediate resumption of services is paramount. The following capabilities are
required.

PHYSICAL
e May be required to physically travel to various Sacramento Office facilities.
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s May be :requned to sit for long periods of time using a keyboard and video display
terminal.

e May be required to work in an environment where temperatures fluctuate, that is noisy,
poorly lighted or cramped. : |
e Occasional moving of objects, bending, stooping and kneeling.

EMOTIONAL

Ability to resolve emotionally charged issues calmly, reasonably and diplomatically.

e Must consider and respond appropriately to the needs, feelings, and capabilities of different
people in different situations. A

e Must be tactful and treat others with respect.

o Must behave in a fair and ethical manner toward others and demonstrate a sense of

responsibility and commitment to public service,

o Must value cultural diversity and other individual differences in the workforce.

MENTAL

» Must be open to change and new information.

» Must adapt behavior and work methods in response to new information, changing
conditions, or unexpected obstacles,

e Must have the ability to multi-task, adapt to changes in priorities, and complete tasks or
projects with short notice.

o Must deal effectively with pressure, maintain focus and intensity yet remain optimistic-and
persistent, even under adversity. .

s Must be able to concentrate and to focus for long periods of time in order to review and
create programs, documentation and/or reports,

¢ Must be able to organize and prioritize large volumes of vatied documents.

WORK ENVIRONMENT:

¢ While at their base of operation, incumbents will work in a climate-controlled office under
artificial light. However, due to periodic problems with the heating and air conditioning,
the building temperature may fluctuate,

e Incumbent will work in workstations within shared cubicles.

e Overtime may be required, and vacations may be restricted, in order to meet project
deadlines and operational requirements.

o While we expect and promote internal transfers wﬂhm the Division, for personal and
professional development, we encourage staff to stay in their positions long enough to
develop some expertise before transferring,

e Scheduling is often difficult because of stringent timing limitations and the need to
coordinate the organization's work with otheér organizations committed to the same
production requirement,
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I have read, understand and can perform the duties listed above. If you believe you may require
accommodation, please discuss this with the hiring supervisor.

Employee’s Name (please piint) Employee’s Signature Date

I have discussed the duties with and provided a copy of this duty statement to the employee named
above.

GRANDE RUDULPH
Supervisor’s Name (please print) Supervisot’s Signature Date




