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SECTION A: GENERAL DESCRIPTION 

Under general direction provided by the California State Payroll System (CSPS) Production Support Manager (Information Technology Manager I), the Information Technology Specialist II (ITS II), serves as the CSPS Production Administrator. The incumbent provides strategic leadership, direction, and oversight for the production operation, application support services, third-party vendor management. Operational readiness, and continuous service improvement initiatives supporting the CSPS. 

The CSPS project is a statewide modernization initiative that replaces the State’s legacy Human Resources (HR) and Payroll systems with cloud-based Software as Service (SaaS) Human Capital Management (HCM) solution. The system delivers integrated functionality for Core HR, Position Control, Personnel Administration, Benefit Administration, Time and Labor, Payroll, Travel and Business Expense Management, and other workforce management capabilities through standardized and streamlined business processes. 

The incumbent works collaboratively with executive project leadership, the integrated project team, solution integrators, third-party vendors, infrastructure and security teams, and internal and external stakeholders. The ITS II ensures a successful transition from project implementation to ongoing operations. The incumbent establishes operational standards, performance metrics, and continuous improvement strategies to deliver stable, secure, and efficient production operations services supporting statewide payroll processing and HR operations for the California State Departments.

Duties include, but are not limited to:

SECTION B: ESSENTIAL FUNCTIONS

Candidates must have the ability to perform the following essential functions with or without reasonable accommodation.

	Percentage of Time Spent
	Typical Task

	40%
	Perform 24x7 production support and administration for enterprise HCM, Payroll, Enterprise Resource Planning (ERP), and other mission-critical business applications. Monitor production environments, system health, performance, availability, and capacity to ensure operational continuity.

Administer Unix/Linux servers, including user accounts, file systems, processes, system resources, logs, scheduled jobs, patches, and system configurations. Develop and execute shell scripts to automate system administration, monitoring, batch processing, file management, and routine production support activities. Monitor and troubleshoot operating system, network, storage, database connectivity, middleware, and application issues.

Administer Oracle WebLogic, Apache Tomcat, IBM WebSphere, JBoss, IIS, and other application and web server platforms. Configure, deploy, patch, upgrade, secure, monitor, and tune middleware and application server environments. Monitor and troubleshoot Java Virtual Machine (JVM) performance, application server processes, clustering, load balancing, Secure Socket Layer (SSL) certificates, and high-availability configurations. Perform application deployments, configuration changes, system upgrades, patching, and production maintenance activities. Develop and maintain deployment scripts, automation scripts, health-check utilities, and operational tools to improve production support efficiency.

Schedule, monitor, and troubleshoot batch jobs and automated production processes. Analyze system and application logs to identify errors, performance issues, and potential production incidents. Respond to production incidents, perform initial diagnosis and troubleshooting, and coordinate resolution with application, infrastructure, network, database, and vendor teams. Perform root-cause analysis for recurring production issues and implement preventive and corrective actions. Execute system health checks and operational readiness activities before and after deployments, maintenance, and system changes.

	30%
	Provide support of the IT Help Desk solution and serve as CSPS Tier 2 help desk support and perform Maintenance and Operations (M&O) tasks that include but are not limited to: incident management which includes troubleshooting, technical analysis, and incident identification; analysis and remediation; performing configuration changes; and testing to support needed changes in the production environment.

Participates in Design, Development, Configuration, and Implementation (DDCI) activities to establish production support requirements, operational processes, monitoring capabilities, support documentation, knowledge transfer, and transition-to-operations deliverables. Acquires and maintains expert knowledge of the CSPS solution and supporting technologies to effectively lead long-term production operations.

	20%
	Maintain production support procedures, operational documentation, technical runbooks, scripts, and system configuration information. Support high-availability and disaster-recovery activities, including validation of system configurations and operational readiness. Coordinate production changes, releases, patches, and maintenance activities in accordance with established change management and operational procedures.
Coordinates production support activities with solution integrators, cloud service providers, managed service vendors, infrastructure teams, cybersecurity staff, business partners, and external stakeholders. Monitors vendor performance against contractual obligations and Service Level Agreements (SLAs), resolve operational issues, and provides executive leadership with production status reports, operational metrics, risk assessments, and recommendations for continuous service improvement.

	10%
	Ensure production operations, system administration, security, and support activities comply with applicable State Administrative Manual (SAM), Statewide Information Management Manual (SIMM), security policies, audit requirements, privacy regulations, accessibility standards, and State Controller’s Office operational governance practices



SECTION C: NON-ESSENTIAL FUNCTIONS
	
	Percentage of Time Spent
	Typical Task

	%
	Not applicable




SECTION D:  ADA REQUIREMENT

Alternatives will be provided for incumbents who are unable to perform the non-essential functions of the job because of a disability as defined by the Americans with Disabilities Act.

SECTION E: KNOWLEDGE, SKILLS AND ABILITIES

Knowledge of:
Emerging technologies and their applications to business processes; business or systems process analysis, design, testing, and implementation techniques; techniques for assessing skills and education needs to support training, planning and development; business continuity and technology recovery principles and processes; principles and practices related to the design and implementation of information technology systems; information technology systems and data auditing; the department's security and risk management policies, requirements, and acceptable level of risk; application and implementation of information systems to meet organizational requirements; project management lifecycle including the State of California project management standards, methodologies, tools, and processes; software quality assurance and quality control principles, methods, tools, and techniques; research and information technology best practice methods and processes to identify current and emerging trends in technology and risk management processes; and state and federal privacy laws, policies, and standards
 
Ability to:
Recognize and apply technology trends and industry best practices; assess training needs related to the application of technology; interpret audit findings and results; implement information assurance principles and organizational requirements to protect confidentiality, integrity, availability, authenticity, and non-repudiation of information and data; apply principles and methods for planning or managing the implementation, update, or integration of information systems components; apply the principles, methods, techniques, and tools for developing scheduling, coordinating, and managing projects and resources, including integration, scope, time, cost, quality, human resources, communications, and risk and procurement management; monitor and evaluate the effectiveness of the applied change management activities; keep informed on technology trends and industry best practices and recommend appropriate solutions; foster a team environment through leadership and conflict management; effectively negotiate with project stakeholders, suppliers, or sponsors to achieve project objectives; and analyze the effectiveness of the backup and recovery of data, programs, and services.

SECTION F: RESPONSIBILITY FOR DECISIONS (CONSEQUENCE OF ERROR)

The incumbent will have access to very sensitive and confidential information.  Careless, accidental, or intentional disclosure of information to unauthorized persons can have far-reaching effects, which may result in civil or criminal actions against those involved. Unrecognized changes or incorrectly implemented changes can negatively affect project cost, schedule, and scope.

SECTION G: PERSONAL CONTACT

The incumbent will independently confer with all levels of management in the department daily and will consult with internal and external stakeholders.

SECTION H: WORK ENVIRONMENT 

While at Headquarters: Work is performed in a high-rise climate-controlled office under artificial light with standard office furniture and equipment. If required to travel the incumbent may be subject to the elements of the destination.

While Teleworking: Employee will be expected to adhere to all requirements of the signed telework agreement. Employee may occasionally be required to attend meetings or work in an SCO office for limited periods. 

SECTION I: PHYSICAL REQUIREMENTS

The incumbent may be required to sit for long periods using a keyboard and video display terminal/computer monitor(s).

Check the frequency of activity required of the employee to perform the job

	Activity
(Hours per day)
	Never
(0 Hours)
	Occasionally
(up to 3 hours)
	Frequently
(3 to 6 hours)
	Constantly
(6 to 8 hours)

	Sitting
	
	
	
	x

	Walking
	
	x
	
	

	Standing
	
	x
	
	

	Bending (neck/waist)
	x
	
	
	

	Squatting
	x
	
	
	

	Climbing
	x
	
	
	

	Kneeling
	x
	
	
	

	Crawling
	x
	
	
	

	Twisting (neck/waist)
	x
	
	
	

	Is repetitive use of hand(s) required?
	
	
	x
	

	Simple Grasping (R or L)
	x
	
	
	

	Power Grasping (R or L)
	x
	
	
	

	Fine Manipulation (R or L)
	x
	
	
	

	Pushing/Pulling (R or L)
	x
	
	
	

	Reaching (above/below shoulder level)
	x
	
	
	

	Lifting/Carrying
	Describe the heaviest item required to be lifted or carried, the frequency and the distance:  N/A



SECTION J: SIGNATURE

By signing this document, I acknowledge I understand all requirements and information stated above and understand the duties may be modified in accordance with the established job specifications for the class and in conjunction with office needs and have received a copy of this duty statement.



________________________________________	_____________________
Employee’s Signature					Date


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


_______________________________________	_____________________
Supervisor’s Signature					Date

Rev. 07/21

