
CALIFORNIA CONSERVATION CORPS
POSITION DUTY STATEMENT

	WORKING TITLE OF POSITION
Procurement Support
	REPORTING UNIT NUMBER
240

	DIVISION/BRANCH OR CENTER
Information Systems Services
	LOCATION
Sacramento

	CLASS TITLE
Information Technology Associate
	POSITION NUMBER	EFFECTIVE DATE
533-240-1401-004



Supervision Exercised
	NUMBER

	DIRECT SUPERVISION CLASSIFICATION
N/A

	NUMBER

	INDIRECT SUPERVISION CLASSIFICATION
N/A



Effective on the date indicated, the employee performs the following duties and responsibilities assigned to the position above.

Under the general supervision of the Information Technology (IT) Infrastructure and Operations Supervisor (Information Technology Manager I), the IT Associate will work with a team of IT professionals providing acquisition and purchasing support. Primarily, the incumbent will respond to the telecommunication and IT purchasing needs of California Conservation Corps (CCC). This position requires knowledge and experience in troubleshooting Windows operating systems, Microsoft Office Productivity Suites, and Apple Smart phones. The incumbent should possess a basic understanding of the business enterprise, objectives and mission of the CCC. 

The duties for this position are focused in the Client Services domain, however, work may be assigned in other domains as needed such as Business Technology Management. Client Services domain duties comprise the full lifecycle of end user device solutions, including evaluation, configuration, provisioning, training, security, tracking, and support for the end-user computing environment.

	Relative time required
(Indicate %)
	The specific essential functions are, but are not limited to, the following:

	
45%
	
IT Purchasing

Develop, use, and apply IT systems and software knowledge, IT acquisition techniques, skills, and procurement knowledge as outlined in state laws, regulations, the State Administrative Manual (SAM) and the Small Business and Disabled Veteran Business Enterprise Program legislation to perform IT procurement activities, including preparation of required bidding and solicitation documents, ordering, and preparation of procurement documents following applicable state guidelines and requirements. Coordinate and process vendor payments and track procurement expenditures. Purchasing activities include ordering material and equipment using informal and formal state competitive solicitation processes, and entry into Fi$cal. Perform Research and develop recommendations for decisions on software and other IT purchases. Consult with end-users to evaluate client equipment and future software needs, recommend solutions, conduct technical research associated with the procurement of hardware and software, and recommend to management the appropriate product and best value to fulfill end user needs. 


	


25%

	


Receive Shipments and Inventory Management

Work independently or with ISS team to receive, inspect, and inventory all delivered and newly purchased IT equipment by verifying shipments, documenting asset details, and entering accurate records into the department’s inventory system. Apply and record State asset tags according to policy and maintain organized storage of incoming equipment to support distribution, audits, and lifecycle tracking. Complete and coordinate receipts of goods and invoicing with business unit staff in Fi$cal and/or any other associated procurement systems.  


	

15%
	
Telecom Procurement

Process purchase orders for all statewide data circuit, POTS lines, and cellphone/ tablet upgrades and new purchases. Resolve center billing issues with carriers and providers for analog voice lines, VoIP issues, or data lines. Research unused phones and work with carriers and providers to cancel or reprovision lines.  Work with CNRA, CDT, and any other related state departments for provisioning or deprovisioning of data circuits or voice lines. 


	
10%
	
Other Duties

Invest in personal development and growth through certification or continuous education to maintain specialist level knowledge in the information technology field with the emphasis in infrastructure services, system engineering, and information security engineering. Performs other duties as appropriate to the position or classification. 


	
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 Name: _____________________ Employee Signature: _____________________ Date: ________

I certify that this duty statement accurately represents the duties and responsibilities of the position.
Supervisor Name: _____________________ Supervisor Signature: _____________________ Date: _______
