CALIFORNIA CONSERVATION CORPS
POSITION DUTY STATEMENT

	WORKING TITLE OF POSITION
Data and Reporting Specialist
	REPORTING UNIT NUMBER
240

	DIVISION/BRANCH OR CENTER
Information Systems Branch
	LOCATION
Sacramento

	CLASS TITLE
Information Technology Specialist I
	POSITION NUMBER	EFFECTIVE DATE
533-240-1402-002	12/01/2025



Supervision Exercised

	NUMBER

	DIRECT SUPERVISION CLASSIFICATION
N/A
	NUMBER

	INDIRECT SUPERVISION CLASSIFICATION




Effective on the date indicated, the employee performs the following duties and responsibilities assigned to the position above.

In all job functions, employees are responsible for creating an inclusive, safe, and secure work and program environment that values diverse cultures, perspectives, and experiences, and is free from discrimination. Employees are expected to provide all members of the public equitable services and treatment, collaborate with underserved communities and tribal governments, and work toward improving outcomes for all Californians.

Under the direction of the Enterprise Systems Support Section Manager (Information Technology Manager I), the Information Technology Specialist I works independently as a recognized expert technical specialist on data management, reporting, and web content updates. The incumbent is responsible for designing, developing, and maintaining SQL-based data systems, generating reports for internal and external stakeholders, and supporting web-based content updates for the California Conservation Corps (CCC). In addition, the incumbent is project leader on the most complex data and web projects.

The duties for this position are focused on the Software Engineering domain, however, work may be assigned in other domains as needed such as Client Services and Information Security. Software Engineering domain duties include development, operation, and maintenance of software systems including development or configuration, programming, testing, and implementation of business application services. 

	
	The specific essential functions are, but are not limited to, the following:

	35%
	Data Management and SQL Development: Designs, implements, and maintains SQL Server databases and data pipelines. Develops stored procedures, views, and scripts to support reporting and data integration. Optimizes queries for performance and ensures data integrity. Maintains documentation of data models and schema.


	25%
	Reporting and Data Analysis: Develops and maintains dashboards and reports using tools such as Power BI, SSRS, or Excel. Works with program staff to conduct business analysis, gather requirements and deliver actionable insights. Ensures data accuracy and consistency across systems. Provides training to lower-level staff on these issues when necessary. 


	15%
	Web Server/Content Support and Maintenance: Updates, maintains and supports internal and external web content and servers, including the administration of WordPress-based websites. Ensures the security, integrity, and availability of both public-facing and sandbox environments by managing WordPress core updates, themes, and plugins. Monitors server performance, applies security patches, and configures access controls. Coordinates with program areas to ensure timely deployment of content while adhering to web security and accessibility standards.

	
10%
	
Technical Consultation and Documentation: Provides guidance to staff on data-related best practices. Prepares technical documentation, user guides, user requirements, and training materials. Participates in IT planning and strategy sessions.


	5%
	Salesforce Application Support: Provides support on the C3 application utilizing Salesforce such as account provision, license administration, application testing, environment support such as backup/restore/refresh activities and opening support tickets with Salesforce when needed.


	5%



5%
	Meetings and Special Projects: Attends team meetings, contributes to special projects, and supports IT initiatives such as the CCC Technology Recovery Plan, AIMS, and BCPs.

Diversity, Equity, and Inclusion: Participate in professional development training, as well as tasks, training, and activities that support programmatic and workplace diversity, equity, and inclusion. 





I have read and discussed these duties with my supervisor.
	Employee Signature
	Date


I certify that this duty statement accurately represents the duties and responsibilities of the position.
	Supervisor Signature
	Date



