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YOUR EFFORTS WILL MAKE FI$Cal A SUCCESS
DUTY STATEMENT



	CLASSIFICATION TITLE

Information Technology Associate 
	DIVISION NAME

Business Operation and Solutions Division

	WORKING TITLE 



Information Technology Associate 
	OFFICE/SECTION/UNIT

Enhancements Service Center,
Enhancement and Break Fixes Order to Cash Section

	EMPLOYEE NAME 

VACANT
	POSITION NUMBER

333-450-1401-VAR



You are a valued member of the Department of FISCal. You are expected to work cooperatively with team members and others to provide the highest level of service possible. Your creativity and productivity is encouraged.  Your efforts to treat others fairly, honestly and with respect are important to everyone who works with you.




GENERAL STATEMENT
Under the general supervision of the Information Technology Supervisor II, the Information Technology Associate (ITA) is responsible for independently performing information technology and business functions necessary to support the 150+ departments required to transact in the FI$CaI system. The ITA plays an important role in the overall success of the FI$Cal system by providing production and system support.

The ITA has working level knowledge of business functional areas including; Cash Management, General Ledger, Commitment Control, Project Costing, Grants Management, and Customer Contracts. The ITA will provide Level 2 (L2) functional analysis and working knowledge of data processing concepts, practices and methods to departmental end-users regarding FI$Cal system incidents and change requests in the Business Operation and Solutions Division, Enhancements Service Center. This includes timely incident communication and resolution of reported incident tickets by FI$Cal system users. 

The duties for this position are focused in the Business Technology Management domain, however, work may be assigned in the other domains as needed.

SUPERVISION RECEIVED
Reports directly to the Information Technology Supervisor II.

SUPERVISION EXERCISED
None.




ESSENTIAL FUNCTIONS
The incumbent must be able to perform the essential functions with or without reasonable accommodation.  Specific duties include, but are not limited to, the following:

	% OF TIME
	ESSENTIAL FUNCTIONS

	40 %

	Customer and End User Support for Enhancements and Break fixes
· Troubleshoot system issues and provide L2 functional analysis for Cash Management, General Ledger, Commitment Control, Project Costing, Grants Management, and Customer Contracts functional areas of PeopleSoft Enterprise Resource Planning (ERP) System.
· Leverage the FI$Cal service management tool to track system incidents and make periodic updates to tickets to reflect the latest status.
· Review and analyze assigned incident tickets to provide resolution and support to FI$Cal System end users. Escalate incident tickets to management as required.
· Update the ServiceNow tool with detailed records of email communications and/or meeting notes related to the system incidents.
· Ensure the incident management tool is updated with resolution summaries and work with FI$Cal System end users to confirm incident resolution before closing each incident ticket.
· Work with business, development and release management teams to facilitate timely resolution of bug fixes, problem tickets and enhancement requests.
· Work with cross functional teams and SME’s to design and implement solutions for enhancement requests.
· Attend the Enterprise Intake Committee (EITC) meeting with and/or on behalf of FI$Cal System end users to present the change management requests and provide clarifications to committee queries.
· Assist FI$Cal System department users with submission of Request for Change (RFC) forms.

	30 %
	Incident Service Level Agreement Monitoring and Adherence
· Monitor, analyze, research solutions and resolve enhancements and break fixes tickets based on incident ticket priority (Low, Medium, High and Critical), to ensure timely resolution as per FI$Cal’s Service Level Agreement (SLA). 
· Assist partner staff and the development teams with resolution of problem and restoration tickets and system change requests. 
· Create/update functional design documents for change request tickets and obtain approvals from departmental users and key stake holders, as needed. Collaborate with the development teams and provide clarification on design queries. 
· Conduct functional testing of developed solutions to verify compliance with design specifications and business requirements.
· Conduct/participate in triage meetings to identify frequently encountered issues and document frequently asked questions and resolution steps to build the knowledge base for future reference.

	20 %

	Subject Matter Expert 
· Maintain an understanding of PeopleSoft queries to analyze PeopleSoft transactional and set-up data.
· Provide input on State Financial Management principles and processes, in the effort to plan, develop, implement, maintain new processes/systems and to support functional issues in FI$Cal PeopleSoft system.
· Participate in Change Release board meetings to present release items (for assigned modules) and provide clarifications to the board member queries.
· Participate in System Integrator knowledge transfer, workforce transition and end user training.
· Participate in the review and analysis of BOSD Enhancements Service Center related project deliverables to provide feedback and recommendations to management.
· Provide assistance and support to departmental end-users regarding FI$Cal System issues and requests.

	5 %

	Documentation and Research 
· Participate in all team-training requirements, as necessary.
· Prepare and present incident/problem/change management reports for management on assigned modules.
· Prepare aging status reports and updates for management.
· Prepare and manage incident tickets/change requests, design/functional testing, root cause analysis, User Productivity Kits (UPKs) and training/job aid documentation needed to meet administrative, contractual and internal project reporting requirements.

	% OF TIME
	MARGINAL FUNCTIONS

	5%
	· Perform other related duties as required to fulfill FI$Cal’s mission, goals and objectives. Additional duties may include, but are not limited to, assisting where needed within the team/unit, which may include special assignments.



KNOWLEDGE AND ABILITIES 
All knowledge and abilities of the Information Technology Technician classification; and

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.

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.

SPECIAL REQUIREMENTS
The incumbent will use tact and interpersonal skills to develop constructive and cooperative, working relationships with others, e.g., stakeholders, customers, management, peers, etc., to facilitate communication to improve the work environment and increase productivity.  Fingerprinting and background check are required.
 
WORKING CONDITIONS
The incumbent will need to be on-site to carry out their duties. This position requires the ability to work under pressure to meet deadlines and may require excess hours to be worked.  The incumbent should be available to travel as needed and is expected to perform functions and duties under the guidance of the Department of FISCal’s core values. The incumbent provides back-up, as necessary, to ensure continuity of departmental activities.

This position requires prolonged sitting in an office-setting environment with the use of a telephone and personal computer. This position requires daily use of a fax, copier, telephone, computer and general office equipment, as needed. This position requires use of a hand-cart to transport documents and/or equipment up to 20 pounds (i.e., laptop computer, projector, reference manuals, solicitation documents, etc.). The incumbent must demonstrate a commitment to maintain a working environment free from discrimination and sexual harassment. The incumbent must maintain regular, consistent, predictable attendance, maintain good working habits and adhere to all policies and procedures.














SIGNATURES
I have read and understand the duties listed above and I can perform these duties with or without reasonable accommodation.  (If you believe reasonable accommodation is necessary, discuss your concerns with the hiring supervisor.   If unsure of a need for reasonable accommodation, inform the hiring supervisor, who will discuss your concerns with the assigned HR analyst.)

											
Employee Signature	Date



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


											
Hiring Manager Signature	Date



H/R Analyst  JM	

Date Revised: 11/24/2025
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