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Description automatically generated with low confidence]DUTY STATEMENT

	1. POSITION INFORMATION

	Civil Service Classification 
	Working Title 

	Information Technology Specialist I
	Technical Business/Systems Analyst

	Employee Name 
	Position Number

	Vacant
	791-790-1402-061

	Project/Division Name
	Supervisor’s Name

	Case Management Information & Payrolling System (CMIPS)
	Click here to enter text.

	Unit
	Supervisor’s Classification

	Applications and Business Solutions Team
	Information Technology Supervisor II

	Physical Work Location
	Duties Based on:

	2329 Gateway Oaks Drive, Sacramento, CA 95833
	☒ Full Time ☐ Part Time - Fraction Click here to enter text.

	Effective Date
	

	TBD
	

	2. REQUIREMENTS OF POSITION

	Check all that apply:
☒ Conflict of Interest Filing (Form 700) Required	☐ Requires Fingerprinting & Background Check
☒ May be Required to Work in Multiple Locations	☐ Other (specify below in Description)

	Description of Position Requirements (e.g., the position may move from project to project upon business need, managing staff at an alternate location, graveyard/swing shift, frequent travel, etc.): 

	     While the current assignment resides in CMIPS, the OTSI reserves the right to change assignments to best meet portfolio and business management needs within the organization.

	3. DUTIES AND RESPONSIBILITIES OF POSITION

	IT Domains used:

	☒ Business Technology Management
☒ Client Services
☐ Information Security Engineering
	☒ Information Technology Project Management
☒ Software Engineering
☐ System Engineering

	Summary Statement (Briefly describe the position’s organizational setting and major functions):


Under the general direction of the Case Management Information and Payrolling System (CMIPS) Applications and Business Solutions Team Manager (IT Sup II), the Technical Business/Systems Analyst serves as a Subject Matter Expert (SME) in evaluating the business impacts of technology across current and future operational environments. The role functions in a fast‑paced, high-visibility setting that requires managing shifting priorities while supporting complex, mission‑critical business processes and systems.
The Analyst contributes to the design, development, and validation of system and business solutions, and participates in the review of documentation across diverse implementation methodologies and techniques. The position requires working both independently and as part of multidisciplinary teams to interpret and analyze policies, identify and refine business and system requirements, and ensure alignment with federal, state, departmental, and organizational policies, procedures, and standards. The Analyst is expected to demonstrate industry best practices and communicate technical and business concepts clearly and effectively in both verbal and written form.
The Analyst drives the successful delivery of technology solutions by translating business needs into actionable system requirements, shaping product vision, and guiding Agile teams through the full product development lifecycle. The role also oversees system enhancements, technology initiatives, and business solutions to maintain operational stability, improve business outcomes, and support organizational continuity.



	Percentage of Duties
	Essential Functions

	










30%









	Business & Systems Analysis:

· Elicit, analyze, and document business requirements, system requirements, and process workflows using structured techniques such as user stories, use cases, data mapping, and sequence diagrams.
· Assess existing systems and business processes to identify gaps, inefficiencies, risks, and opportunities for automation, optimization, or modernization.
· Translate complex technical concepts into clear, business‑friendly language, ensuring stakeholders understand solution impacts, dependencies, constraints, and tradeoffs.
· Conduct feasibility assessments, impact analyses, and requirements traceability to ensure alignment with enterprise architecture, program objectives, and long‑term strategic goals.
· Guide and support CMIPS solution decisions, including system design, integration approaches, scalability considerations, and alignment with business needs and technical standards.
· Collaborate with vendor-led business and technical teams to ensure timely delivery of project milestones, solution components, and documentation that meet program expectations.
· Ensure that systems, processes, and enhancements support the operational needs of the IHSS program, and plan, coordinate, and monitor activities across all phases of the SDLC.
· Translate business requirements into actionable technical tasks, review and validate team-created tasks in JIRA, and ensure deliverables align with organizational strategy, architectural standards, and compliance requirements.
· Monitor project performance, risks, issues, and resource utilization to support on-time delivery, maintain solution quality, and ensure alignment with business priorities and expectations.


	











25%
	Product & Agile Leadership:
· Serve as Product Owner for one or more Agile teams, defining product vision, roadmap, priorities, and measurable outcomes that align with program and organizational goals.
· Own and manage the product backlog, ensuring items are clearly defined, properly prioritized, and consistently aligned with business value, stakeholder needs, and technical feasibility.
· Lead backlog refinement, sprint planning, sprint reviews, and related Agile ceremonies, ensuring the team has clarity on scope, acceptance criteria, dependencies, and success metrics.
· Collaborate closely with developers, QA engineers, UX designers, architects, and business stakeholders to ensure timely, high‑quality delivery of features and enhancements.
· Make informed decisions on scope, tradeoffs, sequencing, and release planning to maximize value delivery while balancing technical constraints, risks, and stakeholder expectations.



	







20%
	Cross-Functional and Technical Collaboration, Stakeholder Engagement:

· Collaborate with functional managers, analysts, IT staff, and executive leadership to translate program and operational needs into effective technical solutions.
· Provide expert consultation on technical architecture, data design, analytics methodologies, and system integration strategies, ensuring solutions are scalable, secure, and aligned with enterprise standards.
· Participate in technical working groups, Agile backlog refinement sessions, interface design initiatives, and data‑modernization efforts, contributing subject‑matter expertise and guiding solution direction.
· Engage in continuous learning by participating in training, education, and skills‑development activities as assigned or as needed to support evolving business priorities.
· Deliver training sessions, workshops, and knowledge‑sharing activities to strengthen organizational understanding of systems, data, and technical processes.
· Develop and maintain technical documentation, standard operating procedures (SOPs), and guidance materials to support system maintenance, operational continuity, and onboarding.
· Manage stakeholder escalations and coordinate resolution of technical, operational, or service‑delivery issues, ensuring timely communication and alignment across teams.



	






20%
	Deliverables review, Monitor system issues, and Support Procurement Activities:

· Monitor, track, and evaluate project deliverables to ensure they are completed on schedule, meet quality expectations, and comply with contractual and program requirements.
· Document lessons learned and process improvements, and prepare project status reports, meeting summaries, and decision logs to support transparency and continuous improvement.
· Participate in trainings, workshops, and professional development activities to stay current with emerging technologies, industry standards, and technical best practices.
· Analyze system issues, including Service Request tickets and county‑reported problems, to identify root causes, recommend resolutions, and determine whether system changes, clarifications, or enhancements are needed.
· Identify alternative solutions, workarounds, and training opportunities to support end‑users and improve system usability and operational efficiency.
· Support CMIPS procurement activities, including conducting business analyses and contributing to project proposals aligned with the State’s Project Approval Lifecycle (PAL) and/or Project Delivery Lifecycle (PDL).
· Assist in the preparation and execution of RFI and RFP documentation, ensuring clarity, completeness, and alignment with program objectives and technical standards.
· Review and provide feedback on scopes of work, technical specifications, business requirements, Service Level Agreements (SLAs), and performance standards to ensure procurement documents accurately reflect program needs and expectations.



	Percentage of Duties
	Marginal Functions

	
5%
	
Perform other duties as assigned.

	4. WORK ENVIRONMENT (Choose all that apply from the drop-down menus)

	Standing:	Infrequent (7-12%)
	Sitting:	Frequent (51-75%)

	Walking:	Infrequent (7-12%)
	Temperature:	Temperature Controlled Office Environment

	Lighting:	Artificial Lighting
	Pushing/Pulling:	Not Applicable

	Lifting:	Not Applicable
	Bending/Stooping:	Not Applicable

	Other:	Click here to enter text.

	Type of Environment:     a. N/A      b. N/A  

	Interaction with Public:    a. N/A    b. N/A    c. N/A. 

	5. SUPERVISION

	Supervision Exercised (e.g., Directly – 1 Information Technology Supervisor II; Indirectly – 5 Information Technology Associates)

	N/A


	6. 
SIGNATURES

	Employee’s Statement: 
I have reviewed and discussed the duties and responsibilities of this position with my supervisor and have received a copy of the Duty Statement and can perform the duties outlined above without a Reasonable Accommodation.

	Employee’s Name (Print)
 

	Employee’s Signature	Date


	Supervisor’s Statement:
I have reviewed the duties and responsibilities of this position and have provided a copy of the Duty Statement to the Employee.

	Supervisor’s Name (Print)
 

	Supervisor’s Signature	Date


	7. HRD USE ONLY

	Human Resources Division Approval

	☐  Duties meet class specification and allocation guidelines.
☐  Exceptional allocation, 625 on file.
	HR Analyst initials
		Date approved




	
	 	

	Reasonable Accommodation Unit use ONLY (completed after appointment, if needed)
*	If a Reasonable Accommodation is necessary, please complete a Request for Reasonable Accommodation form and submit to Human Resource Division (HRD), Reasonable Accommodation Coordinator. 
List any Reasonable Accommodations Made:

	Click here to enter text.




**	AFTER SIGNATURES ARE OBTAINED:
· SEND THE ORIGINAL DUTY STATEMENT TO HRD TO FILE IN THE EMPLOYEE’S OFFICIAL PERSONNEL FILE (OPF) 
· PROVIDE A COPY TO THE EMPLOYEE
· FILE A COPY IN THE SUPERVISOR’S DROP FILE
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