8-16-91 SYSTEMS Al DE, 1599

Summary of Duties: Perforns various paraprofessional duties in
assi sting professional systens staff in the anal ysis and

i npl ement ati on of procedures, methods and operations of
conput er - based information systens; and does rel ated work.

Di stinguishing Features: A Systens Aide perforns a variety of
par apr of essi onal duties in assisting Systens Anal ysts and ot her
data processing personnel. This class is distinguished from
techni cal data processing classes in that the i ncunbents in the
class of Systens A de perform under close supervision and in a
training capacity, many of the duties perfornmed by professional
Systens Anal ysts. This class is distinguished from prof essi onal
systens classes in that enpl oyees in the professional systens
series are required to exercise nore independent judgnent and
performthe nore conpl ex and anal ytical systens work. |ncunbents
in this class, however, may performcertain basic, |owlevel
programm ng duties while working with application devel oprment
tool s such as FOOUS, SAS, Paradox and Lotus. Wrk is eval uated
according to the quality of results obtained.

The class of Systens A de is distinguished fromthe class of

I nformati on Services Specialist in that the latter works
primarily on central and distributed conputerized information
net wor kK conponents such as multiplexors, termnals, network

di agnosti ¢ equi pnment, communi cation lines, cabling and
controllers. Systens Aide duties are usually limted to work on
departnental, distributed and personal conputer systens and
related utility and packaged software. However, sone incunbents
may be assigned to certain nainfranme related duties involving
the use of a mainframe termnal

The main purpose of this class is to provide clerical and non-
pr of essi onal enpl oyees who have sone experience in a conputer-
based i nformation systens environment with an opportunity to
receive on-the-job training and experience which will enable
themto devel op the technical and analytical skills necessary to
qualify for pronotion to a professional-level systens class.

Enpl oynment as a Systens Aide is limted to five years during
which tine the i ncunbent is expected to qualify for pronotion.

Exanpl es of Duties: Under the direction of professional staff,
a Systens A de does the follow ng:

l. Perfornms basic requirements and capabilities analysis for
departnental , distributed and personal conputer systens and
rel ated software packages;



Devel ops, docunents, and maintains required processing,
control, managenent, and usage support procedures;

Exanpl es of Duties (Cont.):

*

* ¥ * X

Installs, tests, custom zes, and inplenents software and
hardware facilities;

| dentifies usage and operations probl ens;

Moni tors and coordi nates problemresolution with
responsi bl e vendor and Gty personnel;

Monitors operation and perfornmance to ensure system
efficiency and effectiveness;

Mai ntains related i nventory, problemor change managenent
i nformation;

Eval uat es personal conputer requests;

Perforns cost-benefit analysis;

May design and adm ni ster surveys;

Cal cul ates frequenci es and averages and produces graphics
usi ng end-user application devel opnment tools such as SAS
FOCUS, Paradox, and Lot us;

O gani zes data by preparing event sequence descri ptions;
Prepares or upgrades systemsites for equi pment
installation;

Sets up and configures hardware and software system
conponent s;

May conduct end-user training prograns,

May act as technical liaison with end-users responding to
requests for assistance in such areas as program operati on,
har dwar e and/ or software probl ens, or application design
May occasionally be assigned to other duties to neet

t echnol ogi cal changes or energenci es.

Qualifications:

A general know edge of:

* ¥ * X

Dat a processi ng fundanental s;

Basi ¢ 4th generation application devel opnent tools;

Har dware and software systeminpl enentation activities; and
Aut omati on benefits.

The ability to:

*

* ¥ * X

Recogni ze, operate, and performuser-|evel mnaintenance on
basi ¢ system conponents such as printers, disk drives,
tapes, plotters, and rel ated peri pheral equipnent;

Access automated files and generate conputer reports;
Read and conprehend technical naterial;

Communi cate effectively both orally and in witing; and
Deal tactfully and effectively with Gty officials,

depart nent nanagenent and ot her individuals, groups and



agenci es.

M ni rum Requi renent s:

Three years of full-time paid experience in a class at the | evel
of Senior derk which provides experience in the analysis,
design, nodification or inplenmentation of conputer-based
information systens, and/or the installation and support of

har dwar e and software conponents associated with departnental,
di stributed and personal conputer systens is required for
Systens Ai de.

License: Awvalid CGalifornia drivers' |icense and a good dri ving
record nmay be required.

Physi cal Requirenents: Strength to performaverage lifting of
| ess than 5 pounds and occasionally over 15 pounds; good
speaki ng and hearing ability; good eyesight.

Those with nmedical Iimtations nmay be able to performthe duties
of sone positions in this class w th reasonabl e accommodati on.
The deci sion to accommobdat e sonmeone's limtations will be nade
on an individual basis and depends on the types of [imtations,
what the hiring departnent can reasonably do to accomodat e
them and the specific qualifications for the job.

As provided in Gvil Service Commssion Rule 2.5 and
Section 4.55 of the Admnistrative Code, this specification
is descriptive, explanatory and not restrictive. It is not
intended to declare what all of the duties and
responsibilities of any position shall be.



