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1. Institution/Division/Office:

2. Enterprise/Unit:

3. Classification Title:

4. Working Title: 

5. Position Number (Agency-Unit-Class-Serial): 6. CBID: 7. WWG: 8. Working County:

9. Tenure: 10. Time Base:

11. License Requirement: 12. Endorsement Requirement:

13. Retirement Category: 14. Work Schedule:

15. Incumbent Name (If known): 15a. Effective Date: 

16. Briefly (1 or 2 sentences) describe the position’s organization setting and major functions:

17. Percentage (%) of
time performing
duties:

18. Indicate the duties and responsibilities assigned to the position and the percentage (%) of time spent for
each. Group-related tasks under the same percentage (%) with the highest percentage (%) listed first.

ESSENTIAL FUNCTIONS 

(Essential Functions Continued on Page 2) 
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17. Percentage (%) of
time performing
duties:

18. Indicate the duties and responsibilities assigned to the position and the percentage (%) of time spent for
each. Group-related tasks under the same percentage (%) with the highest percentage (%) listed first.

ESSENTIAL FUNCTIONS

(Marginal Functions on Page 3) 
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17. Percentage (%) of
time performing
duties:

18. Indicate the duties and responsibilities assigned to the position and the percentage (%) of time spent for
each. Group-related tasks under the same percentage (%) with the highest percentage (%) listed first.

MARGINAL FUNCTIONS 

(Expectations & Requirements on Page 4) 
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ADDITIONAL EXPECTATIONS 

SPECIAL REQUIREMENTS 

The California Correctional Training and Rehabilitation Authority (CALCTRA) operates within 
California Department of Corrections and Rehabilitation (CDCR) facilities. CDCR does not 
recognize hostages for bargaining purposes. CDCR has a "NO HOSTAGE" policy, and all incarcerated 
individuals, visitors, non-employees, and employees shall be made aware of this. 
19. Supervisor Statement: “I have discussed the duties of the position with the employee”.
20. Date Supervisor Provided Employee with a Copy of this Duty Statement:
PRINT EMPLOYEE NAME: EMPLOYEE SIGNATURE: DATE: 

PRINT MANAGER/SUPERVISOR NAME: MANAGER/SUPERVISOR SIGNATURE: DATE: 

HR APPROVAL: 


	1 InstitutionDivisionOffice: Central Office/Management Information Systems (MIS)/CALCTRA
	2 EnterpriseUnit: Application Development and Management 
	3 Classification Title: Information Technology Associate 
	4 Working Title: Information Technology Associate 
	5 Position Number AgencyUn tClassSerial: 063-045-1401-009
	8 Working County: Sacramento County 
	12 Endorsement Requirement: 
	14 Work Schedule: Monday - Friday; 8:00 - 5:00
	15 Incumbent Name If known: Vacant 
	15a Effective Date: 
	17 Percentage  of time performing duties: 35%
	17 Percentage of time performing duties: 30%
















25%
	17 Percentage  of time performing duties_2: 10%
	20 Date Supervisor Provided Employee with a Copy of this Duty Statement: 
	PRINT EMPLOYEE NAME: Vacant 
	DATE: 
	PRINT MANAGERSUPERVISOR NAME: Tat Tong 
	DATE_2: 
	HR APPROVAL: TS 04/14/2026
	16 Briefly 1 or 2 sentences describe the positions organization setting and major functions: Under general supervision of the Information Technology (IT) Manager I, incumbent performs a variety of recurring, well-defined tasks requiring occasional innovative problem-solving within guidelines, supporting one or more units, functions, or processes across multiple domains with a focus on software application quality assurance (QA). The QA specialist is responsible for planning, executing, and documenting testing activities to ensure the quality, functionality, and reliability of software applications.  This role involves reviewing requirements, developing test cases, performing manual an/or automated testing, identifying defects, and collaborating with developers, business analysts, and project teams to ensure issues are resolved.  The specialist also supports regression testing, validates system integrations, and contributes to continuous improvement of testing processes and standards  
	18: 
	 Essential Functions: Software Engineering: Review business requirements, functional specifications, and technical documentation to understand application features and testing needs. Develop detailed test plans, test cases, and test scripts for new and existing functionality. Execute manual and/or automated tests to validate application behavior, performance, and reliability. Identify, document, and track defects using the team’s designated issue tracking system. Collaborate with developers, business analysts, and project managers to clarify requirements and resolve issues. Perform regression testing to ensure new changes do not impact existing functionality. Validate system integrations, data flows, and interface behavior across connected applications.
	 Essential Functions1: Business Technology Management: Collaborate with business stakeholders to understand functional requirements, business processes, and expected outcomes. Translate business needs into clear testing objectives, scenarios, and acceptance criteria. Evaluate application functionality to ensure alignment with organizational goals, compliance standards, and operational workflows.
Coordinate testing activities across cross functional teams, including developers, analysts, project managers, and business units. Assess risks associated with application changes and communicate potential business impacts. Validate that system enhancements support business efficiency, data integrity, and user experience improvements. Support change management efforts by ensuring testing outcomes are documented, communicated, and understood by business partners. Facilitate user acceptance testing (UAT) by preparing business focused test scenarios and assisting end users during validation. Monitor and report on testing progress, risks, and readiness to leadership and project stakeholders. Recommend process improvements, automation opportunities, and technology enhancements that strengthen business technology alignment. Ensure testing practices follow organizational governance, quality standards, and strategic technology frameworks.
 
Client Services: Engage with clients to understand their business needs, workflows, and expectations for application functionality. Translate client requirements into clear, actionable test scenarios and acceptance criteria. Ensure testing activities focus on delivering a reliable, user friendly experience that meets client objectives. Communicate testing progress, risks, and findings to clients in a clear and timely manner. Collaborate with clients to validate test results and confirm that identified issues align with their priorities.
Support clients during user acceptance testing (UAT) by preparing scenarios, guiding them through the process, and addressing questions. Provide professional, client focused explanations of defects, impacts, and recommended resolutions. Coordinate with internal teams to ensure client feedback is incorporated into testing cycles and product improvements. Advocate for client needs by ensuring application changes enhance usability, efficiency, and overall satisfaction. Maintain strong working relationships with clients through consistent communication, reliability, and proactive support.
Gather client feedback on testing processes and outcomes to drive continuous improvement.
 
	 Marginal Functions: Perform other duties as required related to the classification. Attends mandatory and all job-related trainings.

	Text1: Regular and consistent attendance is critical to the successful performance of this position due to the heavy workload and time-sensitive nature of the work. The incumbent routinely works with and is exposed to sensitive and confidential issues and/or materials and is expected to maintain confidentiality at all times.
	Dropdown1: [R01]
	Dropdown2: [2 (Non-Exempt)]
	Dropdown3: [Limited Term]
	Dropdown4: [Full-Time]
	Dropdown5: [N/A - Not Applicable]
	Dropdown7: [Industrial]


