CALIFORNIA CONSERVATION CORPS
POSITION DUTY STATEMENT

	WORKING TITLE OF POSITION
Lead Collaboration and Telecommunications Specialist
	REPORTING UNIT NUMBER
240

	DIVISION/BRANCH OR CENTER
Information Systems Section
	LOCATION
Sacramento

	CLASS TITLE
Information Technology Specialist 1
	POSITION NUMBER	EFFECTIVE DATE
533-240-1402-003 	07/01/2026



Supervision Exercised

	NUMBER
N/A
	DIRECT SUPERVISION CLASSIFICATION
	NUMBER
N/A
	INDIRECT SUPERVISION CLASSIFICATION




Under the general direction of the Information Technology Supervisor 2, the Information Technology Specialist 1 plans, organizes, and leads the activities related to the maintenance and support, study, acquisition, design, build, test, and implementation of the CCC’s complex network infrastructure and virtual desktop hosting services. This position’s primary area of focus will be within the domain of System Engineering. The incumbent will also carry out tasks in the Client Services and Information Security Engineering domains, and other domains as needed. 

The incumbent will have frequent contact with California Conservation Corps (CCC) managers, Center Directors and staff throughout the state. The incumbent will also consult with private contractors/consultants and vendor representatives concerning the needs and development of IT systems, and will have regular contact with California Natural Resources Agency Data Center staff, as well as other state departments and government agencies concerning information technology related to the performance of this position. The incumbent will perform a wide variety of tasks throughout multiple program areas, requiring planning, developing, implementing technological solutions, and innovative problem-solving that are essential to the mission and programs of the CCC. This position may be required to travel to various CCC Centers throughout the State of California, when requested and work after normal CCC business hours, when necessary.

In all job functions, employees are responsible for creating an inclusive, safe, and secure work 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.
The duties of the position include, but are not limited to, the following:
	35%
	Microsoft Teams Administration and Operations
Performs in the capacity of an IT expert on tasks and works independently related to planning, designing, implementing, supporting, and managing, administration of Microsoft Teams, including configuration of Teams, channels, policies, user settings, roles, and access controls. Monitors service performance, health, and usage trends using Microsoft 365 admin tools. Manages Teams lifecycle activities such as compliance settings and governance enforcement. Administers Teams Phone/Voice features, including call queues, auto‑attendants, phone system licensing, and device provisioning. Coordinates with infrastructure teams to ensure Teams performance and reliability.


	30%
	Collaboration Support & Issue Resolution
This includes providing Tier 2 and Tier 3 support for complex Teams-related issues such as meeting problems, audio and video quality concerns, device compatibility, permissions conflicts, and integration failures. It includes troubleshooting escalated issues, coordinating with Microsoft, Polycom, or any other vendors when necessary, and maintaining clear technical documentation and knowledge resources to support enterprise-wide collaboration services until resolved or escalated.


	20%
	Provisioning, Communication & Documentation
This includes provisioning new users & sites, developing, implementing, and maintaining training materials, user guidance, and communication resources for Teams features. Ensure documentation is developed and updated for existing systems and sites. Conduct user training sessions and support the organization in adopting new collaboration hardware, features, and changes.  Research new collaboration and communication technologies as Teams/collaboration offerings evolve and evaluate fitment for the department’s needs.


	10%
	Configuration, Security, and Patching
Work with infrastructure and security teams to ensure patch updates and client versions for MS Teams and any related software are current and in compliance with departmental, agency, and State security requirements. Monitor, patch, and update collaboration devices such as desk phones and video conferencing room systems.  Under the guidance of the IT Spec 2 (as a lead), update related server software patches and hotfixes.  Perform periodic audits of access permissions and workspace activity and participate in risk assessment activities related to collaboration technology.   


	5%
	Promote Diversity, Equity, and Inclusion 
Participate in professional development trainings, as well as tasks, trainings 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




