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	DEPUTY CLERK - ASSOCIATE SYSTEMS ANALYST





DEFINITION:





Under general supervision to perform difficult tasks in the analysis of complex data processing systems; to develop and maintain on-line real time applications.





CLASS CHARACTERISTICS:





This class is distinguished from the next higher class, Deputy Clerk-Senior Systems Analyst, in that this class does not normally perform supervisory tasks.  It is distinguished from the next lower class, Deputy Clerk-Assistant Systems Analyst, in that the Deputy Clerk-Associate Systems Analyst performs more difficult assignments.  It is distinguished from Deputy Clerk-Associate Systems Analyst (Software Option) in that this position is responsible for the development of municipal court applications.





EXAMPLES OF DUTIES:





To define, develop, test and implement complex municipal court applications; perform detailed data analysis; develop application programs using COBOL, Screenwrite, QR6, system utilities and any other application program as required; evaluate user needs; perform detailed cost analyses; conduct feasibility studies and detailed system definition; analyze and determine problems on complex on-line real time distributed applications; provide technical support on a stand-by basis as required to support a 7-day, 24-hour continuous operation.





MINIMUM QUALIFICATIONS:





Thorough Knowledge of:





	Principles, methods, and techniques of systems analysis and design.


	Electronic Data Processing principles and techniques.


	Principles and techniques involved in computer programming.


	High level computer languages, specifically COBOL, Screenwrite, "C", PASCAL, QR6, and Honeywell.


	Cost factors for both manual and automated systems.


	Principles of both organization and management.


	Data Base design.





General Knowledge of:


	Principles of supervision and time management.


	Basic accounting principles.


	Basic statistical methods and usages.








Skills to:





	Analyze and understand administrative procedures and organizational systems.


	Interpret user needs.


	Conduct systems and procedures analysis.


	Write clear narrative program definitions.


	Evaluate and modify new and on-going systems.


	Detect problem areas and recommend solutions.





EDUCATION/EXPERIENCE





Education, training and/or experience which would likely demonstrate the knowledge and skills stated above.  An example of qualifying experience typically equivalent is:  Three years of progressively responsible professional EDP systems experience conducting systems studies, proposals, design, implementation and maintenance; or, one year performing duties at the level of an Assistant Systems Analyst with the County of San Diego.





SPECIAL NOTES, LICENSES OR REQUIREMENTS:





License:  Positions may require possession of a valid California Class "C" driver's license by time of appointment or the ability to arrange transportation for field travel.  Employees in this class may be required to use their personal vehicle and will be reimbursed for mileage driven related to assigned duties.





Character:  Applicants must have a reputation for honesty and trustworthiness.  Convictions, depending on the type, number, and recency, may be disqualifying.  Prior to appointment, candidates offered employment may be subject to a background investigation.





Probationary Period:  Incumbents appointed to permanent positions in this class shall serve a probationary period of 2080 hours.





NOTE:  This document is intended to describe the general nature and level of work performed by individuals assigned to this job classification.  It is not intended to provide an exhaustive list of all duties and responsibilities of personnel in all divisions and/or locations so classified, nor is it intended to limit the authority of supervisors or managers to assign or direct the activities of employees.	
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	DEPUTY CLERK- ASSISTANT SYSTEMS ANALYST





DEFINITION:





Under direct supervision to design, program, test and install processing systems and to perform related work.





CLASS CHARACTERISTICS:





Under direct supervision Deputy Clerk-Assistant Systems Analysts develop and maintain data processing systems.  The Deputy Clerk-Assistant Systems Analyst are assigned less complex tasks than those assigned to the next higher class of Deputy Clerk-Associate Systems Analyst.  The next lower class, Deputy Clerk-Systems Analyst Trainee, is strictly an entry level position.





EXAMPLES OF DUTIES:





Design, code, test and debug computer programs using COBOL, Screenwrite, QR6, and Honeywell utilities.  Positions in this class also develop specialized applications on micro computers and work with journey level staff in the development of more complex systems.





MINIMUM QUALIFICATIONS:





General Knowledge of:


	


	Electronic data processing principles and procedures.


	Principles, methods and techniques of systems analysis and design.


	Principles and techniques involved in computer programming.


	Low level computer languages, specifically assembler.


	High level computer languages, specifically COBOL, "C", Fortran, Screenwrite, QR6, and Honeywell utility programs.





Skills:


	


	Perform systems program analysis, code computer programs, test and debug.


	Communicate with users to collect and evaluate information.


	Carry out progressively more complex tasks.


	Apply principles of logic to define problems, collect data, establish facts, and draw a conclusions.


  


EDUCATION/EXPERIENCE:





Education, training and experience which clearly demonstrate possession of the knowledge and skills stated above.  An example of such education and experience combinations which would most likely provide these knowledge and skills is:


	1. 	Six months as a Systems Analyst Trainee; or,


	2.	A Bachelor's Degree from a four-year college or university, combined with six months programming experience.


Specialized EDP technical experience is acceptable in lieu of these examples if the applicant can demonstrate application of the required knowledge and skills.





SPECIAL NOTES, LICENSES OR REQUIREMENTS:





License:  Positions may require possession of a valid California Class "C" driver's license by time of appointment or the ability to arrange transportation for field travel.  Employees in this class may be required to use their personal vehicle and will be reimbursed for mileage driven related to assigned duties.





Character:  Applicants must have a reputation for honesty and trustworthiness.  Convictions, depending on the type, number, and recency, may be disqualifying.  Prior to appointment, candidates offered employment may be subject to a background investigation.





Probationary Period:  Incumbents appointed to permanent positions in this class shall serve a probationary period of 2080 hours.





NOTE:  This document is intended to describe the general nature and level of work performed by individuals assigned to this job classification.  It is not intended to provide an exhaustive list of all duties and responsibilities of personnel in all divisions and/or locations so classified, nor is it intended to limit the authority of supervisors or managers to assign or direct the activities of employees.	




































































DEPUTY CLERK-ASSISTANT SYSTEMS ANALYST	CLASS NO. 0656


�
San Diego County Municipal Courts	Class No. 0654


September, 1995	





	DEPUTY CLERK - SENIOR SYSTEMS ANALYST





DEFINITION:





Under general direction to plan, assign and supervise the work of several Systems Analysts on long-term projects; to personally perform the more difficult and complex analyses; and to perform related work.





CLASS CHARACTERISTICS:





These positions are distinguished from the next lower class, Associate Systems Analyst, in that the latter do not always have regular supervisory responsibilities.  This class is distinguished from the next higher level Principal Systems Analyst, in that the latter has broader administrative responsibility for a major function.





EXAMPLES OF DUTIES:





Acts as project leader on more complex studies of systems and procedures; plans, coordinates and participates in the development of electronic data processing applications; reviews and prepares manuals and procedures containing operating details for project implementation; reviews and designs forms for use with revised procedures; prepares and supervises preparation of programs to be executed on EDP equipment; revises programs; makes preliminary decisions regarding feasibility of systems, machine requirements and organization; supervises and controls the testing of a new system prior to the system becoming operational; acts as field representative to communicate information concerning the Court's activities and services to other Courts and/or County organizations; coordinates and participates in training other analysts; participates in forming annual workplan for the Municipal Courts' Information Services Unit (MCISU).





MINIMUM QUALIFICATIONS:





Thorough Knowledge of:





	Principles, methods and techniques of systems analysis and design.


	Principles and techniques of programming in COBOL or FORTRAN.


	IBM OS/JCL.





General Knowledge of:





	Principles of supervision and time management.





Skills to:





	Supervise and coordinate the efforts of systems analysts in the development of EDP systems and procedures.





	Estimate cost of converting manual systems to automated and updating automated applications.


	Translate user's request into narrative program definition.


	Evaluate and modify the effectiveness of on-going systems.


	Communicate with users and other personnel effectively.





EDUCATION/EXPERIENCE:





Education, training and/or experience which would demonstrate the knowledge and/or skills stated above.  Examples of such education/experience combinations which would most likely provide these knowledge and skills are:  Progressively responsible and extensive experience, such as 5 years, in systems analysis and/or programming including at least 3 years at the journey level performing duties equivalent to that of an Associate Systems Analyst in the County of San Diego.








SPECIAL NOTES, LICENSES OR REQUIREMENTS:





License:  Positions may require possession of a valid California Class "C" driver's license by time of appointment or the ability to arrange transportation for field travel.  Employees in this class may be required to use their personal vehicle and will be reimbursed for mileage driven related to assigned duties.





Character:  Applicants must have a reputation for honesty and trustworthiness.  Convictions, depending on the type, number, and recency, may be disqualifying.  Prior to appointment, candidates offered employment may be subject to a background investigation.





Probationary Period:  Incumbents appointed to permanent positions in this class shall serve a probationary period of 2080 hours.





NOTE:  This document is intended to describe the general nature and level of work performed by individuals assigned to this job classification.  It is not intended to provide an exhaustive list of all duties and responsibilities of personnel in all divisions and/or locations so classified, nor is it intended to limit the authority of supervisors or managers to assign or direct the activities of employees.	
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	DEPUTY CLERK - SYSTEMS SUPPORT ANALYST TRAINEE	CLASS NO. xxxx


	DEPUTY CLERK - SYSTEMS SUPPORT ANALYST I	CLASS NO. 1748


	DEPUTY CLERK - SYSTEMS SUPPORT ANALYST II	CLASS NO. xxxx





DEFINITION:


Provides computer system support by coordinating, and analyzing automation functions; analyzes, develops and recommends Court automation plans and future systems and programs; and performs related work as required.





CLASS CHARACTERISTICS:


Deputy Clerk - Systems Support Analyst Trainee:  This is the trainee-level class.  Under immediate supervision, Systems Support Analyst Trainee assists in the coordination and implementation of EDP software/hardware.  As incumbents gain experience, they are assigned work of greater difficulty with less direct supervision.


Deputy Clerk - Systems Support Analyst I:  This is the first working level in this class series.  Under general supervision, the System Support Analyst I coordinates automation projects and diagnoses system problems within their Court.


Deputy Clerk - Systems Support Analyst II:  This is the journey-level class in the Systems Support Analyst series.  Under general supervision, the Systems Support Analyst II performs a greater variety of more difficult work coordinating, analyzing and diagnosing EDP software and hardware functions and coordinating and implementing EDP projects.  Employees in this classification may supervise an entire automation unit.


This series is distinguished from the System Analyst series in that the actual function of programming and the development and maintenance of systems is not required.  An incumbent must have a thorough understanding of the capability and capacity of data processing in order to plan, analyze and coordinate automation projects and translate user data processing requirements to systems analysts and other technical specialists.





EXAMPLES OF DUTIES:


Coordinates with systems analysts, other technical specialists, and non-technical-departmental staff in the development of computer programs/systems; manages automation projects including preparation of workplans and milestone charts; assists systems analysts and programmers to implement system changes; analyze and make recommendations on proposed systems; provides consultation to management and staff regarding the improvement of the delivery of services through automation; determines the nature of user problems by recreating problems and then referring them to the Department of Information Services, the vendor, department technician, or trouble-shooting the problem independently; develops departmental policies and procedures regarding automation; prepares drafts of the department's business automation plan; evaluates and improves the current data processing system by developing test cases and profiles; provides training and technical assistance to users regarding system implementation and changes; represents the Court at various automation-related meetings; coordinates several EDP functions within a Court to ensure efficient data flow between divisions; acts as liaison between the divisions and DIS or vendors, and all EDP software/hardware acquisitions; may supervise a unit of automation staff.





MINIMUM QUALIFICATIONS:


Knowledge level:	T = Thorough; 	G =  General; 	-- = Not Applicable


Classification level:	TRN = Deputy Clerk - Systems Support Analyst Trainee; I = Deputy Clerk - Systems Support Analyst I;	II = Deputy Clerk - Systems Support Analyst II


	TRN	I	II


	T	T	T	-	User work flow relative to data processing requirements.


	G	T	T	-	The capabilities of computer software and hardware.


	G	T	T	-	Principles of programming logic and concepts.


	G	T	T	-	Input/output procedures.


	G	T	T	-	Systems analysis, planning and development.


	G	T	T	-	Project planning and implementation.


	G	T	T	-	Technician and user documentation.


	--	G	T	-	EDP services work flow and scheduling priorities.


	--	--	G	-	Vendor policies and contract requirements.


	--	--	G	-	Principles of organization and administration.





Skills and Abilities to:


	Establish and maintain effective working relationships with others.


	Analyze situations accurately and take effective action.


	Communicate technical ideas and concepts to others.


 	Communicate effectively, both orally and in written form, with a wide variety of individuals and groups.	


	Define user needs and recommend alternatives.


	Design and deliver system training.





EDUCATION/EXPERIENCE:


Education, training and/or experience which would likely demonstrate possession of the knowledge and skills stated above.  An example of desirable education/experience which most likely provide these knowledge, skills, and abilities is:


Systems Support Analyst Trainee:  Completion of 15 units of course work in computer science, information systems, or a related field from college or university, AND one year of experience working as an expert user, such as an automation coordinator on a complex computer system which automates a major department function.


Systems Support Analyst I:  Completion of 15 units of course in computer science, information systems, or a related field from a college or university, AND one year experience coordinating and diagnosing EDP software and hardware functions.


Systems Support Analyst II:  Completion of 15 units of course work in computer science, information systems, or a related field from a college or university, AND two years experience coordinating, analyzing and implementing automation projects.





SPECIAL LICENSES, NOTES, OR REQUIREMENTS:


Licenses:  Positions in this class require possession of a valid California driver's license or the ability to arrange transportation for field travel.  Employees in this class may be required to use their personal vehicle and will be reimbursed for mileage driven related to assigned duties. 





Probationary Period:  Incumbents appointed to permanent positions in this class shall serve a probationary period of 2080 hours.





Character:  Applicants must have a reputation for honesty and trustworthiness.  Convictions, depending on the type, number, and recency, may be disqualifying.  Prior to appointment, candidates offered employment may be subject to a background investigation.





NOTE:  This document is intended to describe the general nature and level of work performed by individuals assigned to this job classification.  It is not intended to provide an exhaustive list of all duties and responsibilities of personnel in all divisions and/or locations so classified, nor is it intended to limit the authority of supervisors or managers to assign or direct the activities of employees.
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