Position Number	Name	Date
OFFICE OF THE STATE CONTROLLER

DUTY STATEMENT

	EMPLOYEE NAME
Incumbent 
	DIVISION – UNIT NAME
FI$Cal Division – Production Support Team

	CLASSIFICATION TITLE
Information Technology Specialist II
	HEADQUARTERS ADDRESS
The Park, 3301 C Street
Sacramento, CA 95816

	WORKING TITLE
Lead Business Analyst
	POSITION NUMBER
051- 726-1414-003


	Information Technology Domain
Software Engineering
	EFFECTIVE DATE
October 2026



SECTION A: GENERAL DESCRIPTION 

This position is a member of a matrix organization dedicated to the Financial Information System for California (FI$Cal), a collaborative effort to develop and maintain an integrated financial management system through implementation of a statewide Enterprise Resource Planning (ERP) system. The State Controller’s Office (SCO) is an integral partner of FI$Cal.

Under the general direction of the SCO and the SCO Production Support Manager (IT Manager I), the IT Specialist II is responsible for the most complex tasks impacting the maintenance and operations of the SCO business processes within the FI$Cal System. The incumbent will lead activities and effectively collaborate with key stakeholders to resolve operational issues impacting the SCO’s ability to complete processes timely. Effectively addressing system impacts, planning enhanced functions, defining new business processes, and leading complex Functional, User Acceptance and Quality Assurance Testing. 

The IT Specialist II has some knowledge of accounting practices and may provide support to both the SCO Production Teams, SCO Home Divisions and the FI$Cal Service Center to identify, address, or resolve production issues within the FI$Cal system. The IT Specialist II uses strong analytical and information-gathering skills to troubleshoot complex system issues, develop and research solutions, and present easily understood explanations to Business Team members and SCO/FI$Cal Management. When necessary, lead effective stakeholder discussions regarding SCO control responsibilities and functions using clear communication methods and structured decision making.  

The incumbent will exercise a high degree of initiative, independence of action and originality; demonstrate tact and exercise sound judgment that recognizes the best interests of the State and the SCO; communicate effectively; develop and maintain effective and cooperative working relationships; and easily adapt to changing priorities in the performance of their specific duties. The duties of this position are focused on the Software Engineering domain, however, work may be assigned in other domains as appropriate.
Core Competencies
FI$Cal is a matrix organization. The SCO, the State Treasurer’s Office (STO), the Department of Finance (DOF), the Department of General Services (DGS), and the Department of FI$Cal are the partner agencies in the matrix that support the FI$Cal System. The incumbent understands the relationship of the partner stakeholders to the overall FI$Cal system, and can work successfully in a matrix environment.  Day-to-day direction will originate from the SCO F$ Release Manager and/or SCO FI$Cal Division Chief.

Key competencies:
· Adaptability – Uses diverse input and viewpoints to create outcomes that are beneficial to the organization as a whole. Learns from stressful situations, setbacks and changing priorities to mitigate future impact.
· Collaboration – Seeks input and listens to colleagues, staff, stakeholders, and customers to consider their diverse opinions in order to achieve shared goals. Uses appropriate interpersonal skills to reduce tension and/or conflict between others.  
· Digital Fluency – Implements technology to improve work processes.  Interprets and evaluates data to enhance the quality of decision making.  Uses technology tools including computer components and functions to monitor performance and quality of the team's deliverables.
· Interpersonal Skills – Works to understand the perspective of others and demonstrates empathy.  Considers what others are feeling based on their choice of words, tone of voice, expressions and other nonverbal behaviors and adjusts appropriately.
· Diagnostic Information Gathering - Identifies the specific information needed to clarify a situation or to make a decision. Gets more complete and accurate information by checking multiple sources. Seeks out knowledgeable people to obtain information or clarify a problem.
· Analytical Thinking - Makes a systematic comparison of two or more alternatives. Approaches a complex task or problem by breaking it down into its component parts and considering each part in detail. Identifies a set of features, parameters, or considerations to take into account, in analyzing a situation or making a decision.
The incumbent is expected to perform with intermediate to advanced level core competencies and skills identified in CalHR’s foundational core competency model - http://calhr.ca.gov/Training/Pages/competencies-core-model.aspx.

SECTION B: ESSENTIAL FUNCTIONS

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

Percentage of
  Time Spent					Typical Task

	35%
	Design, Development, and Implementation (DDI) Support
· Act as the expert level lead in DDI activities, leading cross-divisional, cross-departmental initiatives. Working collaboratively to facilitate, plan, analyze, test and implement changes and new functionalities.
· Use best practices, quality measures, and strategic approaches to DDI including:
· Strategic analysis and decision-making rationale with alternative options that reduce risk and impact
· Develop and implement quality control checklists
· Thoroughly document end-to-end business processes accurately representing each stakeholder’s interests and outputs
· Develop testing approaches that mitigate risk and improve quality control
· Establish internal controls for post implementation monitoring and continuous improvement
· Lead requirements gathering and user story documentation, including detailed requirements and user acceptance criteria
· Transition user stories to the technical teams providing functional details and technical considerations, supporting technical team’s understanding of the business process needs
· Conduct functional and quality assurance testing
· Facilitate and lead user acceptance testing
· Plan cutover approaches and tasks that mitigate impacts to Production processes and operations
· Support implementation and stabilization of enhancements and request for changes


	30%
	FI$Cal Operations Support
Performs production monitoring and support tasks, including, but not limited to:

· Monitor and report on service level agreements and performance metrics to provide transparency into current operations and assist in continuous improvement.
· Use and develop Peoplesoft analysis and reporting tools to verify the integrity of business process results and create queries to meet business needs.
· Provide Level 3 support for SCO business processes.
· Augment complex work of other staff and consultants when required by assuming responsibility for completing work or assisting with related tasks. 
· Develop job aids and provide knowledge transfer on SCO business processes and operations support.
· Effectively utilize Information Technology Service Management systems, UC4, and Phire to conduct daily monitoring of Production incidents, batch processing and change control management activities
· Develop and maintain documentation for Production interfaces and configurations in the required formats and obtain sign offs by appropriate functional or technical subject matter experts.


	20%
	FI$Cal Testing
· Gather and document test conditions and scenarios, create test plans and test scripts, and identify staging data needs.
· Prepare and conduct functional, integration and Quality Assurance testing to ensure Reports, Interfaces, Conversions, Enhancements and Forms (RICEF) meet functional and technical design requirements.
· Collect and document the results from testing instances for analysis. Monitor defects to resolution and report results as necessary.
· Test system configurations to match designs and requirements. 
· During testing, validate configuration workbooks to ensure the system correctly handles business transactions and conditions.
· Execute the more complex and technical test scripts (manually or using automated testing tools) and document the results by creating test logs, documenting defects, logging testing issues and coordinating reviews with the stakeholders.
· Provide analyses based on test results for dissemination to other staff.


	10%
	Business Process Development
· Provides leadership and guidance to other analysts in gathering and analyzing business and technical needs in support of business cases
· Collaborate with all stakeholders and SCO FI$Cal team members to design effective business processes that meet operational needs and confirm stakeholder impacts such as triggers, timeliness of the process, validations, approval requirements, and expected outputs and control mechanisms
· Develop documentation that includes, but is not limited to, process flows, roles, exception processing, entry and exit criteria, and business rules.
· Collaborate on Standard Operating Procedures (SOP) to confirm accuracy of system steps, business process activities, and align and gain agreement with stakeholders on the end-to-end process accuracy
· Define and document configurations and align with stakeholders on configuration modification requests (CMR) maintenance processes.
· Confirm the ticketing solution for the given business process and align on use of ServiceNow levels and escalation processes.


	5%
	Other Assigned
· Effectively use Microsoft Office – Teams, Excel, Word, Outlook and Visio.
· Review, identify, and recommend system or procedural updates to protect the integrity of the FI$Cal system.
· Develop accurate communications that report risks and other findings to the FI$Cal system for SCO management.
· Develop the skills and experience to apply best practices to documentation and communications.
· Support the production of materials and communications for staff to assure quality in standards documentation and in the operations and monitoring of the FI$Cal system.
· Travel between locations to meet with various SCO and other stakeholder groups as required.



		
		
SECTION C: NON-ESSENTIAL FUNCTIONS

	
	%
	N/A







SECTION D: ADA REQUIREMENT

Alternative 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

All knowledge and abilities of the Information Technology Specialist I classification; and

Knowledge of: Information technology governance principles and guidelines to support decision making; complex and mission critical business processes and systems; principles, methods and procedures for designing, developing, optimizing, and integrating systems in accordance with best practices; system specifications design, documentation, and implementation methodologies and techniques.

Ability to: Formulate and recommend policies and procedures; perform effectively in a fast-paced environment with constantly changing priorities; establish and maintain project priorities; apply federal, state, department, and organizational policies and procedures to state information technology operations; apply systems life cycle management concepts used to plan, develop, implement, operate, and maintain information systems; positively influence others to achieve results that are in the best interests of the organization; consider the business implications of the technology to the current and future business environment; communicate change impacts and change activities through various methods; conduct end-user training; collaborate closely with technical subject matter experts such as database administrators, network engineers, and server administrators to ensure systems are secure and meet compliance requirements; assess situation to determine the importance, urgency, and risks to the project and the organization; make decisions which are timely and in the best interests of the organization; provide quality and timely ad hoc project information to executives, project team members, and stakeholders; develop decision making documents; and assess and understand complex business processes and customer requirements to ensure new technologies, architectures, and security products will meet their needs.

SECTION F: RESPONSIBILITY FOR DECISIONS (CONSEQUENCE OF ERROR)

This position will work as part of a team to enhance and maintain solutions in the FI$Cal system, which may also include the integration of data and processes from the SCO legacy systems into the FI$Cal system. The employee will exercise a high degree of independence of action to resolve issues within their scope of work.  Errors may result in delays of solutions for minor issues to delays in system availability and implementation.

SECTION G: PERSONAL CONTACT

This employee will be in contact with SCO staff working as well as staff from other divisions from within the agency.  This position is also required to collaborate with the department of FI$Cal, other partner agencies including the Department of General Services, State Treasurer’s Office, and the Department of Finance, and may work with employees from other departments within the scope of the FI$Cal system as it relates to their duties.  Additionally, this position will work with non-state employees including contractors and consultants, in person or through the use of email or telephone.

SECTION H: WORK ENVIRONMENT 

Work environment is hybrid combining physical in office days and remote telework setting. Meetings are held online or onsite, however, there may be occasional offsite meetings that the employee will be required to attend within the greater Sacramento area.  

SECTION I: PHYSICAL REQUIREMENTS

Any lifting, moving, keying, etc. required for this position.
 

	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 (Keying)
	

	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:

A laptop computer weighing up to 10 pounds may need to be carried short distances between meetings.








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

