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OFFICE OF THE STATE CONTROLLER

DUTY STATEMENT

	EMPLOYEE NAME
Vacant
	DIVISION – UNIT NAME
Personnel and Payroll Services Division (PPSD) - California State Payroll System (CSPS) Project

	CLASSIFICATION TITLE
Information Technology Specialist I (ITS I)
	HEADQUARTERS ADDRESS
300 Capitol Mall
Sacramento, CA 95814

	WORKING TITLE
CSU Business Analyst
	POSITION NUMBER
051-221-1402-027

	Information Technology Domain
Business Technology Management
	EFFECTIVE DATE
TBD



SECTION A: GENERAL DESCRIPTION 

Under general direction provided by the CSPS Functional Business Manager, the California State University (CSU) Business Analyst is responsible for performing a variety of complex analytical and IT support activities for the CSPS IT Project, a project to improve and replace the current personnel and payroll systems.  CSPS will deliver a modern solution for Human Capital Management (HCM) including core HR functionality (position control, personnel administration, benefits administration, time management, and travel and expense management) and payroll with employee self-service and streamlined business processes using innovative technology solutions. The incumbent will perform a wide variety of analytical activities in the areas of business process analysis, system design analysis, problem resolution, legislative analysis, and consultation.  The ITS I will combine complex analysis for business needs with project management tasks, which includes personnel and payroll systems design planning and implementation activities for a highly complex IT project.

The ITS I will be responsible for performing analysis on all functional capabilities specific to the CSU design, including interfaces between the CSU centralized system and the SCO future solution. The incumbent will be responsible for participating in the design, development, configuration, testing and implementation of the core HR/payroll functionality needed for the CSU. There are 23 campuses and the Chancellor’s Office that make up the CSU system. The ITS I will be responsible for ensuring the design for all CSU campuses is successful.

The incumbent must demonstrate the highest level of expertise in business systems analysis techniques and System Development Lifecycle (SDLC) practices, the Project Management Lifecycle (PMLC), CA-Project Management Framework (PMF), Change Control principles and practices, and customer service concepts.

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 accommodations.

	Percentage of Time Spent
	Typical Task

	50%
	Provide expert advice on system functionality to contractors and make decisions on issues that arise. Provide input on CSU specific information to project staff during design, system configuration, development, and implementation activities to complete the necessary project documentation utilizing industry standards and methodologies. Maintain functional requirements specific to the CSU.

Ensure requirements traceability and manage requirements change control activities to ensure that technical solutions satisfy the business needs and the applicability within the software solutions under consideration. Conduct analysis of changes to business processes and define requirements and business rules.

Collaborate with business and other technical staff to identify appropriate strategies and implementation plans to meet business objectives and system development. Define and design software solutions using specification development industry standards and methodologies.  Develop and maintain software documentation for each phase of the SDLC.

Participate in design sessions with various internal and external stakeholders such as project team members, SCO management, and external agencies (department HR staff, control agencies, etc.). 

Perform research and analysis and compose decision papers or other documentation to recommend new technology in support of the state’s personnel and payroll systems. 

Conduct fit gap analysis and provide alternative solutions. Conduct analysis to identify any impacts to requirements as a result of legislative change specific to CSU as well as unanticipated business needs exposed during design, development, configuration, testing, and implementation of the future solution. Utilize the project change control process to identify impacts and to obtain the necessary approvals.

Conduct quality assurance reviews to ensure CSU requirements are met and the future solution functions as expected. 

	20%
	Participate as a CSU subject matter expert in the identification, development, and documentation of test scenarios and test scripts with expected outcomes using the projects’ requirements management tool (IBM DOORS). Participate in all test phases and identify and document defects found and work with the system integrator to resolve and re-test until the solution is working as required. Provide updates to management on the status of testing and system acceptance.

Recommend, plan and assist in the development of campus wide policies, procedures and processes for the future solution. 

Work with other work streams technical and non-technical team members (state and contractor) in interface specification development and testing; report specification development and testing; assist the Organizational Change Management (OCM) Team in garnering stakeholder acceptance; conversion mapping and testing; and provide input into development of training materials. Provide post implementation support.

	15%
	Facilitate communications, address any conflicts and take a customer-centric approach to problem solving; maintain effective working relationships, and work collaboratively as well as independently. 

Plan and prioritize tasks, and create/maintain schedules in scheduling tools, such as Microsoft Project and SharePoint; recognize workloads of multiple priorities and the need to adapt to changes in priorities or deadlines; produce work progress or status information for meeting purposes and established reporting mechanisms. Execute activities and tasks to ensure adherence to the project plans.

Meet regularly with the project management to provide status reports and to provide input on, or recommendations for, project plans, direction, staffing, priorities and sensitive policy and legal issues.  

Represent the CSU on various functional and technical focus groups, task forces comprised of departmental, control agency, and labor union representatives, to facilitate change and business improvements to support the state’s personnel and payroll project goals and objectives using information technology methods; and engage in business relationships requiring tact and perspective. 

Develop meeting agendas and presentations for a variety of project stakeholders. 

Attend meetings and make presentations to various internal and external stakeholders.

Document lessons learned; evaluate, monitor, and ensure compliance with laws, regulations, policies, standards or procedures

	15%
	Work with control agencies to implement newly discovered changes that are necessary to accommodate the business functions and processes supported by the new system and to resolve issues impacting the efficiency of the business 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:
Principles, techniques, and procedures related to the delivery of information technology services; the System Development Lifecycle including the associated methodologies, tools, and processes; the organization's business processes and procedures; education tools and techniques; performance monitoring tools and techniques; and data administration techniques and best practices.
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:
Use initiative; act independently with flexibility and tact; use logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or approaches to problems; perform technical analysis of proposed technology solutions; comprehend technical documents to interpret specifications, system implementations, capabilities, interdependencies, and compatibilities; serve as a technical liaison; develop and effectively utilize all available resources; develop end-user training materials; and gather data to perform statistical analysis and report outcomes.

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)

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, such as the Chancellor’ Office, CSU HR/Payroll staff, and Department of Technology (CDT).

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


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

