BSCC

CALIFORNIA

Position: (6641)
Information Technology Associate

Position #:
917-190-1401-002

Salary Range:

Range A $3728 - $4996
Range B $4098 - $5492
Range C $4481 - $6005
Range D $4928 - $6604

Issue Date:
June 20, 2018

Contact:

Elizabeth Stevenson-White
(916) 341-6891
Elizabeth.Stevenson-
White@bscc.ca.gov

Location:

Board of State and

Community Corrections

2590 Venture Oaks Way, Ste. 200
Sacramento, CA 95833

Final Filing Date:
July 3, 2018

Individuals who are currently in this
classification; eligible for lateral transfer;
or reachable on a certification list may
apply.

For permanent positions, SROA and
surplus candidates should attach
“surplus letters” to their application.
Failure to do so may result in your
application not being considered.

Submit application package
electronically via CalCareers or to the
address below:

STATE CONTROLLER’S OFFICE
Human Resources

ATTN: Classification Unit — CN
300 Capitol Mall, Suite 300
Sacramento, CA 95814

Application package must include all
the required documents. Mailed
application must include 917-190-
1401-002. Incomplete application
packages will be rejected.

BOARD OF STATE AND
COMMUNITY CORRECTIONS

Applicants with disabilities who need
reasonable accommodations, such as
a Sign Language interpreter, a reader

or assistance attending an interview
please call (916) 323-8579.

The Board of State and Community Corrections provides statewide leadership,
coordination, and technical assistance to promote effective state and local efforts and
partnerships in California's adult and juvenile criminal justice system, including providing
technical assistance and coordination to local governments related to realignment.

Applications will be screened and only the most qualified will be interviewed. Application
must include “to” and “from” employment dates (m/d/y), hours per week, and prior
employer contact information including contact number. Applications received without
this information may not be considered for this position.

All types of appointments will be considered, including but not limited to, T&D
Appointments.

The selected candidate considered for the advertised position will be required to
undergo a fingerprint clearance and any offer of employment will be contingent upon live
scan fingerprint results.

Scope of Position:

Under the general supervision of an Information Technology Supervisor I, with lead
direction from an Information Technology Specialist I, the incumbent is primarily
responsible for providing direct IT service and support to the employees of the Board of
State and Community Corrections. The incumbent will assist in providing direct training
and tutoring to individual employees, serve as a member of a team of employees
working in support of specific technology projects, and perform independent research
and other related IT duties as required.

Duties and Responsibilities:
(Candidates must perform the following functions with or
accommodations.)

without reasonable

e Customer Service and Support - Under supervision, the incumbent provides
single point of contact Service Desk customer support to BSCC employees on
all IT equipment; desktop pc’s, portable computing systems, communication
equipment, printers, network connections and other related hardware and
software. The IT Associate is responsible for timely troubleshooting, problem
resolution and the documentation of all trouble-call activity in the Call Tracking
system. The IT Associate will provide support and assistance to BSCC users
on various software and applications including, but not limited to: Windows,
Microsoft Office Suite, Office 365 applications, agency business applications,
email, and other installed client-side applications. The incumbent may also be
required to configure, rebuild and/or reimage desktop or portable computing
devices, set up and configure mobile phones and related equipment.

e Application Support - Provide end-user desktop and portable computing
system application support. Provision, license, deploy, configure, troubleshoot
and support all BSCC sanctioned client-side applications. The incumbent will
provide user support for all Microsoft related applications including SharePoint
and OneDrive as well as BSCC developed application. The IT Associate may
be required to provide a limited amount of system support through the User
Management Console and Microsoft Active Directory.

e Training - The incumbent may be required to provide individual and/or small
group training in specific computer and/or application skills and abilities. Train
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other IT staff members using formal and informal methods.

e Other - The incumbent will perform other IT related duties such as documenting
IT standards and procedures, procuring IT equipment, assisting with system
testing and validation, and maintaining accurate inventory systems.
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