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Edmund G. Brown Jr.

Governor

State of California

Governor’s Office of Business and Economic Development (GO-Biz)

POSITION DUTY STATEMENT

	Classification Title

Information Technology Specialist I
	Unit
California Film Commission
	Name


	Working Title

Senior IT Programmer
	Position Number

373-103-1402-901
	Effective Date




	GENERAL STATEMENT:

	The CFC is a state department, within the Governor’s Office of Business and Economic Development (GO-Biz), tasked with retaining and increasing motion picture production, creating industry jobs and boosting business throughout the state. The CFC issues film permits for all state properties, administers the Film and TV Tax Credit Program, maintains an extensive location library, offers production assistance on a wide variety of issues, and works closely with cities and counties to create “film friendly” policies statewide.  The CFC’s staff includes dedicated civil service employees and senior staff with extensive film production experience.

The CFC is seeking a self-motivated lead for database administration and general IT management under general direction from the Information Technology Manager I at GO-Biz and direct supervision from the Tax Credit Program Director.  

This position performs a variety of tasks in support of systems and services in the IT Domain(s) of: Information Technology Project Management, Software Engineering and System Engineering.



	ESSENTIAL FUNCTIONS:


	30%
	Develop CFC Information Technology solutions

· Participate in the development, maintenance, and support of the California Film & TV Tax Credit IT solution.

· Work with business program areas to analyze business requirements and translate them to functional and system requirements.

· Develop detailed system documentation.

· Design and build web-based IT solutions.
· Develop a new film permit application system and convert from existing Oracle database to a newly designed web-based system.  Assess scope of conversion, perform conversion, testing and training.

· Design and build SQL server 2012 R2 and MySQL databases.  

· Analyze, design, develop, test and implement IT solutions by working collaboratively with business teams comprised of staff from CFC, GO-Biz, CA Technology Agency, state webmasters, vendors and end users.

· Develop, support, and maintain new CFC website.

	30%
	Maintain and support existing CFC IT Solutions
· Troubleshoot complex office system problems, isolate causes, develop solutions, code, test, document, and install revised applications.
· Database administration tasks in support of a change management system with development, test and production environments.

· Technical support in installation and configuration, maintenance, troubleshooting of database and related hardware and software.

· Provide technical expertise in the review of project plans, designs and system specifications prepared by others. 

· Perform periodic checks to assure the various applications are performing; review Error Logs, and web server logs..

· Perform analysis, debugging, and correction for identified issues or errors in the applications as needed. 

· Perform updates and upgrades of existing CFC IT Solutions when required.

· Advise senior staff on improvements to the CFC IT system infrastructure.

· Provide customer support for database and application inquiries and requests.

	25%
	Evaluate new technologies, develop technical analysis and provide support to specific projects and general office systems
· Analyze system architecture and design to understand impact to the business programs, projects and other systems in the environment. 

· Reverse engineer systems to develop business and technical requirements, business rules definition, application architecture, data model, report design and system requirements. 

· Stay current with the latest developments in software and methodology trends and advise senior staff on their application and benefit.

· Evaluate and develop mobile compatible solutions for the CFC website and other marketing tools.

	15%
	Methodologies, Standards, Training and Other
· Lead and participate in formal and informal training programs; technical consultation and problem solving for all CFC IT systems.
· Serves a liaison to OTECH to troubleshoot any IT network, server or other issues affecting office IT functionality.
· Resolution of problems resulting from database or applications.
· Demonstrate proficiency with the available tools, methods and procedures to complete assignments.

· Participate in CFC meetings and team meetings/activities.

· Other duties as assigned.


	TYPE OF SUPERVISION RECIEVED


	The (Specialist) will receive direct supervision from the Tax Credit Program Director and general program direction from the Information Technology Manager I, Governor’s Office of Business and Economic Development (GO-Biz). 

	TYPE OF SUPERVISION EXERCISED


	None.


	PUBLIC CONTACT


	During the course of work, the incumbent reviews and accesses information from high-level governmental agencies, high-level members of the entertainment industry, private citizens and appointed and elected officials.  This information requires a high degree of sensitivity and an awareness of the functions and protocols, and interrelations of various government and private organizations.  The incumbent will be expected to safeguard sensitive and confidential taxpayer information.


	INITIATIVE AND INDEPENDENCE OF ACTION


	The position requires a high degree of creativity and initiative in finding solutions to non-routine problems.  It requires proper judgment and accurate assessment of the significance of situations and activities.  It requires the accurate setting of priorities, and good time management to ensure completion of work activities within specific time frames.


	CONSEQUENCE OF ERROR


	High error or poor assessments could result in the failure to process or implement the California Film Commission tax credit program, website and other systems.


	CERTIFICATION



	This position statement fairly represents the responsibilities and reporting relationship of the position.  If any aspect of this statement is substantially changed, a new statement will be prepared and submitted to the Human Resources Office.

I have read and understand the duties listed above and can perform them either with or without reasonable accommodation.  Reasonable accommodation needs should be discussed with your hiring supervisor.  If you are unsure whether you require reasonable accommodation, please inform your supervisor who will discuss your concerns with the Reasonable Accommodation Coordinator.



Employee Signature:
	________________________________________
	__________

	Information Technology Specialist I, California Film Commission
	Date


	Employee’s Printed Name:

________________________________________



Supervisor’s Signature:

	________________________________________
	__________

	Tax Credit Program Director, California Film Commission
	Date


	Supervisor’s Printed Name:

________________________________________


	________________________________________
	__________

	Information Technology Manager I, GO-Biz
	Date


	Supervisor’s Printed Name:

________________________________________


	KNOWLEDGE, SKILLS AND ABILITIES:



	Knowledge of:

· 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
Ability to:
· 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 
· Assess and understand complex business processes and customer requirements to ensure new technologies, architectures, and security products will meet their needs


	DESIRABLE EXPERIENCE/QUALIFICATIONS:



	· Maintain good attendance, dependability, and flexibility

· Maintains good work habits and adheres to all policies and procedures; attentive to detail 

· Excellent interpersonal skills and ability to work independently and in a team setting

· Ability to maintain confidentiality
· Maintain cooperative working relationships with others; deal tactfully with the public 
· Ability to work in a high energy office with ever changing priorities
· Basic mathematical principles to define equations and manipulate variables

· Debugging/troubleshooting tools and techniques used to access problems within a computer program

· Database design principles and techniques to ensure organizational requirements are met

· Principles of project management and iterative/ incremental programming techniques to create products to meet application requirements

· The requirements for the installation and implementation of information technology software systems 

· Application development with tools such as Visual Studio .NET, Visual Basic, C#, SQL,, J Query Mobile, Entity Framework, Identity, ELMAH, HTML and JavaScript

· SQL Server 2012 R2 and MySQL database development
· Microsoft Internet Information Server (IIS) 7.x configuration
· Amazon Web Services EC2, RDS, and ELB configuration
· Write complex programs

· Develop detailed program specifications

· Write and edit reports, proposals, and analyses; communicate effectively using proper grammar
· Apply creative thinking in the design and development of methods of processing information with information technology systems 

· Work under pressure; quickly learn new concepts

· Understand system to system relationships and interfaces

 


