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SUPERVAISING-INFORMATION TECHNOLOGY ANALYSTSUPERVISOR
DEFINITION

Under general direction, erganizes;-assignsplans, supervises, organizes, coordinates, and reviews the work
of staff responsible for the planning, design, and implementation of County-wide technology programs
and services; implements division priorities, goals, and objectives; monitors and evaluates the—work—of

assrgned—m#ormaﬂen—teehr@ogy—sta#servrce dellverv models and recommends chanqes performs elr#reu#

SUPERVISION RECEIVED AND EXERCISED

Receives general direction from management personnel. Exercises direct supervision over technical,

paraprofessional, and/er-Networking/Telecommunications: professional staff.
DBDISHNGUISHINGCLASS CHARACTERISTICS

This is the werking—superviser—full supervisory-level classification in the Information Technology
Analystclass series, responsible for assisting management in the development and implementation of
technology systems. Incumbents are responsible for planning, organizing, assigring,—Supervising,
reviewing, and evaluating the work ef-assignedand day-to-day activities and functions of assigned
technlcal paraprofessronal and professronal staff—rneemben%s—are—e*peeted—te—mdependenﬂy—perferm—a—tem
m nformation A-ac edjourney- for timely delivery

of technoloqy services to Countv clrents and for performrnq professronal Ievel%aeeess#ul—pertormanee
analvtlcal technoloqv dutres Performance of the Work requrres therough—knewledge—of—and—demenstrated
: nd-the ability—to

exererseuse of consrderable mdependence |n|t|at|ve—and—seend—mdependenr—wdgmem—mmm—estabhshed

rymeaLeﬁassrgnmem&mmr&elass— and dlscretlon

This class is distinguished from the tfermationTFechnology-Managerin-that-the-latter-has
everaﬂamanagenal—respen&mmqepene—epmere—seb—dnﬁsrensDenutv Director of the
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Technologles in _that the latter has dIVISIon manaqement respon5|b|I|t|es within the Information
Technologies Department.

EXAMPLES OF TYPICAL JOB FUNCTIONS (lllustrative Onl

» _Plans, organizes, assigns, supervises, and reviews the work of staff responsible for the planning, design,
and implementation of County-wide technology programs and services.

) Selects, trains, motivates, and directs personnel; evaluates and reviews work for acceptability and
conformance with department standards; prepares and delivers performance evaluations; works with
employees on performance issues; implements discipline and termination procedures; responds to
staff guestions and concerns; works with department to-meet-the-needs—of customers—management
and staff to build and malntaln a hlqh performlnq team environment.

A\

» _Provides—assistance—and—training—Continuously monitors and evaluates the efficiency and

effectiveness of service delivery methods and procedures; assesses and monitors the distribution of
work, support systems, and internal reporting relationships; identifies and recommends opportunities
for improvement; implements approved changes.

> Trains staff in work and safety procedures and in the operation and use of technology equipment;
assesses individual staff training needs and recommends courses or programs to meet those needs;
implements training procedures and standards.

» Recommends and participates in the development and implementation of technology related
protocols, policies, procedures, and operating standards.
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> Provides leadership and analytical support to the County-wide technology programs in diverse
capacities _ranging from highly complex user support to technology system development,
implementation, and administration.

> Provides technical consultation and guidance to staff members on the resolution of complex system and
user issues; works with staff to ensure that status updates, recommended solutions, cost impacts, and
anticipated dates of resolution are submitted to clients in a timely manner.

> Participates in the development and administration of the budget in assigned program areas; provides
information used to develop budget expenditure expectations; monitors expenses relative to budgeted
amounts and works with management on variances.

» Coordinates responses to critical system outages or failures among multiple systems; confers with,
and directs staff in resolving issues, or confers with management on resolution options.

» Coordinates the allocation of staff resources to respond to security incidents; assists security staff in
identifying the extent and impact of security incidents on systems and data; assists in implementing
containment measures; assesses assigned technology area for potential exposure to risk and provides
recommendations to mitigate risk; documents security related actions.

» _Monitors systems, through multiple devices, to evaluate their reliability, conformance to performance
metrics, and overall availability; identifies system deficiencies or additional resource requirements
and makes recommendations on resolution of same.

o> Prepares technical documentation for eustomersassigned technology program areas; updates as

needed.

> Conducts research and stavs current on new trends and mnovatlve solutlons for technoloqy programs;
recommends new technologies which would improve the department’s operational effectiveness or
services to client departments.

o> Performs related werkduties as assigned.

QUALIFICATIONS

Knowledge of:

> SupervisoryPrinciples and practices of employee supervision, including planning and assigning work,
performance review and evaluation, discipline, and the training of staff in work procedures.

» _Principles and practices of leadership.

e—Admlnlstratlve pr|nC|pIes and practlces in

Pnnerples—and—teehnrqees—ef—se#amare including goal setting and program development and systems

gualinrassuranceimplementation.

Advanced operations, services, and activities of integrated information technology systems.
Correlations across integrated technology services, including operating systems, server management,
and network/communications.

Advanced principles and practices of enterprise infrastructure and architecture, and associated
components.

©> Industry best practices of information technology management and control.

\4\%

A\
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> Prineiples,—processesAdvanced operational characteristics of desktop, network, and
telecommunication systems hardware, software, and peripheral equipment.

» Advanced methods and techniques of installing, configuring, administering, and monitoring a diverse
range of physical and virtual systems.

©> Advanced methods and techniques of preject-management-and-related-software—evaluating

system effectiveness and responding accordingly.

» Advanced principles, practices, methods, and techniques of troubleshooting, diagnosing, and
resolving hardware and software, and network/telecommunication system issues.

» Methods and technigues of eliciting information and performing diagnostic procedures on technology
systems.

» _Security and monitoring devices, and procedures necessary to maintain the integrity and security of
data in networked systems.

» Methods and techniques of conducting research.

» _Principles and practices of developing and maintaining technical documentation, files, and records.

» Applicable federal, state and local laws, requlatory codes, ordinances and procedures relevant to
assigned areas of responsibility.

> _Principles;,—practices and techniques for working with groups and fostering effective team

interaction to ensure teamwork is conducted smoothly.
6> Techniques for providing a high level of customer service— by effectively dealing with the public,
vendors, contractors, and County staff.

. tormati hnol |
Page Three

> Design;The structure and content of the English language, including the meaning and spelling of
words, rules of composition, and grammar.

> Modern equipment and communication tools used for business functions and program, project, and
task coordination.

» Computers and software programs (e.g., Microsoft software packages) to conduct, compile, and/or
generate documentation.

Ability to:

> Select and supervise staff, provide training and development opportunities, ensure work is performed
effectively, and evaluate performance in an objective and positive manner.

> Participate _in the development and implementation of goals, objectives, practices, policies,
procedures, protocols, and work standards.

» Plan, implement, and evaluate the effectiveness of assigned technology programs.

» _Provide advanced professional support to a diverse range of the County’s technology programs.

o> Perform complex duties in the installation, configuration, administration, and maintenance of

mainframe-distributed —client/server-and-desktop-computertechnology systems— hardware

and software in assigned program areas.
> PrineiplesSupervise the design, development, testing, and praeticesimplementation of preducing
projeetnew technology systems.
»> Evaluate, research, and diagnose complex user issues and recommend solutions.
> Ensure systems operational effectiveness and reliability; identify security vulnerability and direct the
>
>

appropriate response.
Understand, interpret, and apply all pertinent laws, codes, requlations, policies and procedures, and
standards relevant to work performed.
Demonstrate strong and effective customer support skKills.
© > Prepare clear and concise technical documentation.
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o—Currenttrends-and-technological-advancements.
c—lntemmobenstoshneles rstondode,

QFgﬂ-H{Z—ng—WGH(—semng—pHGHHes—a-nd—lndependently organize work, set priorities, meet

critical deadlines, and follow-up on assignments.

» Effectively use computer systems, software applications, and modern business equipment to perform
a variety of work tasks.

» Communicate clearly and concisely, both orally and in writing, using appropriate English grammar
and syntax.

©> Use tact, initiative, prudence, and-seunéd independent judgment within establishedgeneral policy,
procedural and legal gmdellnes

vendors-
o> Establishing—and-—matntainingEstablish, maintain, and foster positive and effective working

relationships with those contacted in the course of the-work.

Educatlon and Exgerlence Aeumben
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Any combination of the required experience, education, and training that would provide the essential
knowledge, skills, and abilities is qualifying.

Equivalent to graduationa bachelor’s degree from aan accredited four--year college or university with
major coursework ininformation technology, computer science, infermation-systems-or a closely related
field—; possession of one or more approved nationally recognized industry specific technology
certifications may be substituted for some or all of the education;

AND:a)-Seven

M i of Qrofessmnal
experience prowdlnq analvtlcal support to mformatlon swtems—enwenmem—At—technoloqv enterprise

systems in assigned program area, including at least one (1) year shall-includeproject-management-and-in
a lead direction-ofor supervisory capacity.

Licenses and Certifications:

> Possession of, or ability to obtain and maintain, a valid California Driver’s License by time of
appointment and a satisfactory driving record.

PHYSICAL DEMANDS

Must possess mobility to work in an office setting; use standard office equipment, including a computer;
some_positions may be required to operate a motor vehicle; vision to read printed materials and a
computer screen; and hearing and speech to communicate in person and over the telephone. Standing in
and walking between work areas is frequently required. Finger dexterity is needed to access, enter, and
retrieve data using a computer keyboard or calculator and to operate standard office equipment. Positions
in this classification frequently bend, stoop, kneel, and reach to perform assigned duties, as well as push
and pull drawers open and closed to retrieve and file information. Employees must possess the ability to
lift, carry, push, and pull materials and objects up to 25 pounds. Reasonable accommodations will be
made for individuals on a case-by-case basis.

ENVIRONMENTAL CONDITIONS

Employees work in an office environment with moderate noise levels, controlled temperature conditions,

and no dlrect exposure to hazardous phvsmal substances Emplovees mav mteract with upset staff-OR-b)

H—as—a—PFejeet/leam—I:eader— and/or publlc and prlvate representatlves in mterpretmq and enforcmq
departmental policies and procedures.

knewledge—and—skms—WORKlNG CONDITIONS

Must be willing to work after hours, weekends, and holidays as needed. Must be able to pass a thorough
background investigation.
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