City of Seattle Request for Proposal #2599
Addendum 12/16/09

NEW DUE DATE:  December 23, 2009 at 4:00 PM

The following is additional information regarding Request for Proposal # 2599 titled EMPLOYEE RECRUITMENT released on 11/23/2009.  The due date for responses has been updated to 4:00PM, 12/23/2009 (Pacific) and deadline for questions has been updated to 12/11/09.  This addendum includes both questions from prospective bidders/proposers and the City’s answers, and revisions to the RFP.  This addendum is hereby made part of the RFP and therefore, the information contained herein shall be taken into consideration when preparing and submitting a proposal.
	Item #
	Date Received
	Date Answered
	Vendor’s Question
	City’s Answer
	RFP Revisions

	1
	11/30/09
	12/08/2009
	Will the new IT services established through this RFP be the only way to engage the City moving forward or will deliverable driven projects still be available outside this process?
	The City of Seattle will still seek IT Consultant contracts as needed, and undergo specific IT bid projects when appropriate.  Many projects have unique opportunities that are best done through contracts.
	

	2
	12/03/09
	12/08/2009
	What temporary employment labor categories are generally sought by the City of Seattle?
	The City does not intend to use these resultant contracts for all recruitment of temporary labor.  Instead, these are optional services designed to support departments, in particular helping move work that might have ordinarily been accomplished by expert Contract Workers to instead find candidates for City employment opportunities.  Past utilization of temporary employees is therefore not helpful at predicting what these new contract opportunities may offer.  We will, however, be able to comment on which job categories may be more or less likely to be considered for services. 

The primary identified need is to recruit candidates for temporary City employment in Information Technology services.   IT work assignments have been traditionally filled by contract workers.  There are approximately 50 contractors currently filling such IT assignments.  This does not necessarily represent 50 opportunities for recruitments each year, since at least a large percentage of the current contract workers are serving multi-year assignments.  Further, the City does not anticipate that there will be even greater demand for IT workers than we currently experience, given the limited budget resources of the City in the foreseeable future. 

This contract would allow  individual departments to engage the vendor in recruitment for temporary staffing in other occupational areas in addition to IT.  However, it is not known that departments would have a need for those services, and Bidders should regard this as a limited opportunity.
Further, the following employee categories are recruited and managed by the Department of Personnel, and are not within the scope of the contact, now or in the future.  
Account Representative

Accounting Tech I,II & III

Administrative Specialist I, II & III

Administrative Support Assistant

Carpenter
Customer Service Representative

Gardner

Janitor

Laborer

Maintenance Laborer

Meter Reader
Painter
Utility Laborer
Wareshouser

	

	3
	12/03/09
	12/08/2009
	What are the pay rates offered to placements by the City? 
	Current City pay rates can be viewed at:

http://www.seattle.gov/personnel/resources/schedule.asp
Current salary information should be obtained from and confirmed with the City hiring manager at the time of a recruitment request.
	

	4
	12/03/09
	12/08/2009
	Can proposers view bargaining agreements that candidates might expect?
	Yes, they can be viewed at the following site:
http://www.seattle.gov/personnel/resources/agreements.asp
Other information relevant to bargaining unit agreements may also be provided by the City hiring manager at the time of a recruitment request.


	

	5
	12/03/09
	12/08/2009
	Will proposers be made aware of what categories are represented and which are not?
	The website above provides a good understanding of the job categories that are represented.  However, sometimes even the same job title can be represented in one department and not another.  Therefore, the City hiring manager should provide confirmation of the union status at the time of a recruitment request.
	

	6
	12/03/09
	12/08/2009
	Will proposers be informed of what benefits will be available to candidates?
	Current benefits can be viewed at the following site:

http://www.seattle.gov/personnel/resources/benefits_documents.asp
The Recruitment agency should also seek and confirm benefits with the City hiring manager at the time of a recruitment request.


	

	7
	12/03/09
	12/08/2009
	Will proposers know what categories outside of temporary IT the City is looking?
	See Question/Answer #2.
	

	8
	12/03/09
	12/08/2009
	How many temporary employees does the City hire annually?
	See Question/Answer #2.
	

	9
	12/03/09
	12/08/2009
	What are the labor categories for temporary employees the City seeks on an annual basis?
	See Question/Answer #2.


	

	10
	12/03/09
	12/08/2009
	Specifically at what time is the candidate no longer the responsibility of the vendor?
	The City seeks options about which tasks in the recruitment process a department can select among from the Recruitment agency. This may range from a simple referral of candidates, to assistance with screening, interviews and/or references.  Regardless, the Recruitment Agency will be responsible and warranty their candidate referral to the limits specified within the contract.  
	

	11
	12/03/09
	12/08/2009
	Due to the importance and size of this contract, as well as the upcoming holidays, would the City consider extending the due date?
	The schedule of events has been changed to allow proposers more time:

Deadline for Questions: 12/11/09
Sealed Proposals due to the City: 12/23/09

Likely dates for RFP Interviews: 1/11/10 – 1/15/10
	Deadline for Questions: 12/11/09
Sealed Proposals due to the City: 12/23/09

Likely dates for RFP Interviews: 1/11/10 – 1/15/10

	12
	12/03/09
	12/08/2009
	Once a candidate is submitted to the hiring manager, how will the City determine which provider submitted first for agency ownership?
	The City expects, but does not guarantee, that most departments will work directly with a single Recruitment Agency for a specific position request.  If a department instead intends to request multiple agencies to seek and recruit candidates for an opportunity, the facts of the situation will inform such issues.   
	

	13
	12/03/09
	12/08/2009
	Are you looking for pricing in the Recovery Plan in the event of a disaster?


	Yes. The City does not expect, but would want to know, if there is an additional fee for conducting a recruitment while the City of Seattle is responding to a disaster or an emergency.  Additional costs might be appropriate for off-hour work (such as nights or weekends), or similar costs that would be unique to an emergency request.
	

	14
	12/03/09
	12/08/2009
	Does the City entertain the option of sponsoring a work visa for a foreign national?
	No.  Candidates must be eligible, available and reasonably ready to report to work full-time at the City of Seattle offices within 5 days of the City hiring manager request for recruitment, unless the hiring manager has made a specific exception.  
	All candidates must be available and ready to report to work at the City of Seattle offices, within 5 days of the City hiring manager request for recruitment, unless the hiring manager has made a specific exception.  Workers must be available to report to work every day at the City of Seattle Municipal Tower unless another City of Seattle office location is specified, to begin reporting without delay as soon as with the hiring manager requires, and with a reasonable expectation of being able to continue to work on-site at Seattle offices throughout the anticipated duration of the assignment including any time extensions whether they are known or unknown at the time of the original recruitment request. 

	15
	12/03/09
	12/08/2009
	What is a typical length of contract at the City at this point?

	This question is likely referring to how long a contract worker will be asked to perform in their assignment. Typically, the City’s temporary staffing needs can be classified as either: 

1.) Short-term assignments: Positions in which individuals can be employed for as long as one year given emergency or unplanned needs such as peak workload, special project, or other short-term work that does not recur and is not intended to continue year to year.  Most individuals employed in this type of assignment are covered by a collective bargaining agreement.

2.) Term-limited assignment: Time-limited work that is anticipated to be greater than one year but not more than three years.  Often these are projects where the City needs an unusual skill set not generally held by regularly appointed City employees; or for the long-term absence of a regularly appointed employee because of disability time loss, military leave, or an authorized medical leave of absence. Term-limited employment hires are for City jobs that are non-represented or that are represented by a bargaining unit that has agreed to the terms and conditions of this assignment type.
	

	16
	12/03/09
	12/08/2009
	Does the City have an estimate of total historical annual placements regarding Staff Augment and Consultants?
	Currently, the City has about 50 placements of contract workers which might be candidates for these types of recruitments.  We do not know how many consultant contracts are underway, since those are done under separate authority by each department individually, nor do we have any records to help identify which of those might possibly be served through employment opportunities.
	

	1
	12/03/09
	12/08/2009
	How will the displaced City employees’ information be made available to the successful vendors?
	The City Department of Personnel will provide such information to either the Recruitment Agency or to the department hiring manager, if and when this becomes important to a recruitment.
	

	18
	12/03/09
	12/08/2009
	What is the City of Seattle specification around placement of City of Seattle Employees?
	We do not yet know how and if this will specifically be required of the Recruitment Agency.  The City will be refining that more fully in the near future, either before or after contracts are executed. 
	

	19
	12/04/09
	12/08/2009
	Would you prefer a tiered pricing model to include levels of candidates (junior - senior) and length of contracts?

	The City will not be entering into contracts with the workers, so “length of contracts” is not a good description of this candidate referral process.  You are welcome to provide a different pricing structure for candidates of temporary positions compared to regular positions. Pricing should be flexible enough to make sense for short-term work that may extend only days or weeks, and make sense for long-term or regular employee recruitments. If you also have a different pricing structure for entry level jobs than you do for experts, you may provide that in your pricing structure.  Companies are encouraged to provide a very accessible price structure, to increase the likelihood that departments can afford to use the services, and to consider services for a broader range of placements. 
	

	20
	12/09/09
	12/15/09
	The RFP states that the city will perform all employment eligibility verifications upon issuing a conditional offer of employment to the candidate.  It also states that the city does NOT pay for these verifications (background checks, credit checks, criminal investigations, and US Worker eligibility verifications).   Does one have to use the city’s preferred vendor for background checks or can we use any leading provider. And if we have to use the City’s provider is there any pre negotiated cost and if so what are they?  

	The Recruitment agency is asked NOT to do any background checks on candidates.  The City intends to do those services ourselves.  The City has Personnel Rules that govern such activities as well, and asks that Vendors do not perform such screening on the City’s behalf.  The City recognizes that background checks may be a normal part of the Vendor’s recruitment techniques, however the vendor should look for ways to separate and eliminate such tasks from the work performed for City referrals. 


	

	21
	12/09/09
	12/15/09
	The vendor is expected to provide candidates that can interview promptly, which might normally be within five work days.  Can interviews take place remotely or must they take place face-to-face?


	All candidates must be able to perform a face-to-face interview.  If a hiring manager decides to use another approach, the candidates must nevertheless be able to perform a face-to-face interview.
	

	22
	12/09/09
	12/15/09
	Is drug testing considered one of the eligibility verification processes as the RFP does not list this as one of the employment eligibility verification processes?   And if so, what is the typical cost that a vendor can expect to pay for the drug test?


	The Recruitment Agency should NOT perform drug testing on behalf of the City.  If the City requires drug testing, the City will perform that separately.
	

	23
	12/09/09
	12/15/09
	The RFP states that a ninety (90) day trial period shall apply to contracts that are awarded as a result of this RFP.  Does the City have a performance scale in place to communicate with the selected vendor for the 90 day trial period?


	No, and further activation of this trial period may not be a result of a breach in performance.  If the City or Contractor terminate the contract for any reason, whether for breach or convenience, the City retains the right to consider all proposals active for purposes of a subsequent award for as long as 90-days after original contract(s) are executed.
	

	24
	12/09/09
	12/15/09
	In the Pricing section on page 6 there is a bullet point:

The Vendor should propose how to address a referral of candidates who fails to adequately perform specified job duties during the first ninety (90) days of employment;

· Who were found to have falsified application material; 

· Who voluntarily resign prior to completion of the initial temporary placement; or 

· Fail to meet employment eligibility requirements; or

The last sub-bullet point ends in the word “or”. Is this word left in by mistake or is there a missing clause that should have followed in another sub-bullet point?


	Strike the last sub-bullet point “or”.
	The Vendor should propose how to address a referral of candidates who fails to adequately perform specified job duties during the first ninety (90) days of employment;

· Who were found to have falsified application material; 

· Who voluntarily resign prior to completion of the initial temporary placement; or 

· Fail to meet employment eligibility requirements.


	25
	12/09/09
	12/15/09
	On page 5 in the Recruitment Requests the last paragraph states:
In the event the City hires any candidate, the vendor has no right to claim damages and the City shall not be liable for any fee or expense as a result of the hiring.

This statement appears to be in contradiction to the previous statements in that when a candidate is hired by the city the vendor is due the fee as submitted in the proposal.  What is the true intent of this paragraph and can it be restated?


	Strike the paragraph:
In the event the City hires any candidate, the vendor has no right to claim damages and the City shall not be liable for any fee or expense as a result of the hiring.


	STRIKE: In the event the City hires any candidate, the vendor has no right to claim damages and the City shall not be liable for any fee or expense as a result of the hiring.



	26
	12/09/09
	12/15/09
	Please provide some details on the platforms and applications that are specific to all departments within the City of Seattle.


	An overall view of the systems being used in operations by the City of Seattle Department of Information Technology can be found here:
http://www.seattle.gov/doit/operations.htm
Individual departments will have unique applications. Hiring managers will define particular technology requirements with requests to vendors.


	

	27
	12/09/09
	12/15/09
	Are there any plans to upgrade IT systems during the duration of this contract? If so, please specify which software and/or hardware vendors and/or technologies may be added or dropped.


	The 2010 budget that discusses departmental priorities can be found here:
http://www.seattle.gov/financedepartment/
Note, however, that the workers to perform such projects are intended to come from a variety of resources, including regular employees, consultants, project specific projects that are individually solicited, or new employee recruitments.
	

	28
	12/09/09
	12/15/09
	Can we grant access to the City of Seattle to log into our requisition and candidate management tool to send out requisitions requests, and to select the level of service they would like us to perform?


	If a hiring manager opted to utilize a candidate management tool offered by a vendor that would be acceptable. The expectation is that the tool would not be hosted by the City.
	

	29
	12/09/09
	12/15/09
	For candidate preparation, what is the typical interview format for the City of Seattle departments? (panel, 1on 1, or back-to-back loops)


	For temporary positions, it is probably likely that a one-to-one or small panel interview would be used.  However, departments may use any interview format.  That can be clarified with the hiring manager submitting the request.
	

	30
	12/09/09
	12/15/09
	Will the vendors work directly with the hiring managers on submittals and interview scheduling?


	The hiring manager or human resources manager from that department will work directly with the vendors.
	

	31
	12/09/09
	12/15/09
	Is there a current vendor management system for the departments to receive candidates? If so, will this continue?


	 There is not a formal system that all candidates for temporary employees register through. The City does have a system for regular employee candidates and that will continue.
	

	32
	12/09/09
	12/15/09
	Will the City of Seattle consider candidates that require some form of sponsorship, such as H1B and/or NAFTA visas
	See item #14.
	

	33
	12/09/09
	12/15/09
	What is the total spend on your IT contract labor in a year?


	This information is not a good predicator of the value or count of referral requests that may be requested through these Recruitment contracts.  Some of the work may continue to regular employees already working for the City, some may shift to new regular employees, some may shift to individual consultant contracts, although some percentage of the work may also shift to these new employee opportunities accomplished by these recruitment referrals. That being said, the 2009 spend through the traditional IT Contracts was approximately $5.0 million across all City departments.
	

	34
	12/09/09
	12/15/09
	If awarded, how long would the contract last with a vendor?


	See the RFP.  “This contract shall be for five years, with one five-year extension allowed at the option of the City.  Such extensions shall be automatic, and shall go into effect without written confirmation, unless the City provides advance notice of the intention to not renew.  The Vendor may also provide a notice to not extend, but must provide such notice at least 45 days prior to the otherwise automatic renewal date.”

	

	35
	12/09/09
	12/15/09
	How do we get requirements from the city to work on?


	Requests for a recruitment will be sent to the vendors by the hiring managers or the department human resources managers.
	

	36
	12/09/09
	12/15/09
	Since it would be for contract positions we would require the job description for the positions to be filled which would help us in giving a competitive quote. Would you be sending us the JD?


	This will not be for contract positions.  The scope of this contract is for referrals of candidates for City employment.  

Also see #2 and #5.
	

	37
	12/09/09
	12/15/09
	Will salary ranges for a specific commodity/position (e.g. software developer 2, database administrator 3) be consistent across city departments (i.e., might a given city department use a different definition for a given role or proficiency level, and might they choose a different salary range for that role/level?


	Salary ranges may vary from department to department. See #3.
	

	38
	12/09/09
	12/15/09
	If these ranges or definitions do differ, has the difference historically translated into any preference among these departments for a percentage pricing model for each sourcing component based on salary ranges, versus a fixed cost for each component? 


	There is no historical experience to suggest what the departments would prefer.  However, a key variable that will effect departments utilization of these contracts for their recruitments will be a cost-effective and inexpensive pricing structure.
	

	39
	12/09/09
	12/15/09
	One of the solutions that may be propose involves a dedicated recruiter who will be responsible for all City accounts, with a pricing model independent of the number of employees ultimately hired. They stated that at the conference, the potential for establishing service-level agreements with individual City departments was discussed – depending on potential cost savings and/or performance, is this an avenue the City itself would consider?


	Vendors are advised to consider that is no historical experience with this recruitment model.  Further, departments have not anticipated this as a new expense.  Therefore, Vendors should anticipate that departments will use these contracts in only incremental ways for at least an initial period while they consider whether this approach is successful and affordable. A model that proposes a dedicated recruiter should be presented as an option, and also show high cost-effectiveness and a relatively affordable total cost given the City restricted budgets.
	

	40
	12/09/09
	12/15/09
	In lieu of developing a plan or specific quotas for affirmative action, will the City accept a summary of current diversity within a company’s workforce to represent their commitment as a shared value? 


	This is a scored element.  The City has a long-standing commitment and expectation about a diverse workforce.  The vendors are encouraged to develop materials that will very clearly demonstrate their success, experience, intentions and plans to successful meet this expectation.
	

	41
	12/11/09
	12/15/09
	The scoring reflects that there is a consideration of City of Seattle employees. This is not elaborated upon in the proposal response sheet.  After reviewing the addenda, I am still unclear of the question we are supposed to be answering having to do with the City employees.  In the matrix for evaluation, it lists this questions as being worth 10 points, which is significant Please clarify 
	The proposal response form should be amended to reflect the following consideration:
Describe how you could recruit City of Seattle workers who may wish to be considered as a candidate for either temporary or regular placement with the City or other companies.  
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	42
	12/11/09
	12/15/09
	In the IT Recruitment Proposal Response questionnaire is the City of Seattle looking for the City of Seattle Job Category or will an industry IT job category suffice. Iike 09474 Info Technol Systs Anlyst vs Systems Analyst
	The City will specify the job description, hourly rate, and qualifications when the City submits a work order request. You may match your candidates to those skills once you receive a work order request.  
	

	43
	12/11/09
	12/15/09
	In what unit of measure will the duration of the assignments be quantified i.e., hours, days, weeks?


	The City pays temporary workers on an hourly basis.  The duration of the assignment will be determined by the hiring manager.  Note that an assignment may be extended or shortened once the candidate is hired. 
	

	44
	12/11/09
	12/15/09
	I wanted to make sure I understand clearly the areas that include the lions-share of IT...Is it these:


[image: image2.emf]skill set.doc


	The following spreadsheet of likely work orders could give proposers an idea of typical Information Technology skill sets within the City although these can change at any time and it should not be construed that this is a definitive list of needs.
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	45
	12/11/09
	12/15/09
	For pricing would a formula suffice based on duration and percentage of the gross wages for that period or is a unit price required?


	This is for the proposer to suggest, and your proposals will be scored as to how your ideas resonate with the City Evaluation Team.  Note that the duration of assignments is variable and may change after a candidate is accepted by the City. The City seeks cost savings and affordability in submitted pricing.  Also note that the City is not under any obligation to hire any of the candidates that you might refer to the City.
	

	46
	12/11/09
	12/15/09
	Is it foreseen where a request might be made for a vendor to do the evaluation and background check of a candidate?


	The vendor may be asked to do some steps in evaluation.  The vendor will NOT be asked to do background checks, and should not do them on behalf of the City. Proposers may offer options to hiring managers for different levels of assistance in evaluation of candidates.
	

	47
	12/11/09
	12/15/09
	Could we get a list of the IT Job Classifications that will be the primary focus of this RFP?
	Please see # 2 and # 44 above.
	

	48
	12/11/09
	12/15/09
	Please confirm that the vendor shall submit one bid for all City departments,  not a bid for each department


	Yes, submit one proposal. Any resultant contracts are expected to be available for all City departments. 
	

	49
	12/11/09
	12/15/09
	Please confirm whether the placements as requested are permanent or permanent and contract positions


	The City seeks candidates that can become City employees.  Whether they are hires for temporary positions, or hires for regular City employment, they would become City employees.There is nothing that would prohibit a temporary employee from also seeking employment from another company.
	

	50
	12/11/09
	12/15/09
	Is the vendor required to perform all certification, education and background investigation prior to interview with the City Departments?


	See #46.
	

	51
	12/11/09
	12/15/09
	The RFP states that placements for positions that are other than IT could be included.  Would you please specify?  Could this be non-IT related positions?


	See #2.
	

	52
	12/11/09
	12/16/09
	We are currently on the several City Rosters for services, is this beyond those rosters?


	The City has a “consultant roster.”  Some companies are signed up on the consultant roster, and when the City needs to hire a consultant, the City often uses that roster to select consultants for work.  This RFP does not replace that Roster.  In addition, the City has had a pool of IT Contractors who supply workers for IT support.  This RFP is intended to replace those contracts.  
	

	53
	12/11/09
	12/16/09
	Also we have worked with the City to Provide Telecommunications Personnel, will this be a category that you might be looking for resources?


	We expect to award contracts for companies that can specialize in IT recruitments.  We also will look at the range of other positions, to ensure they do not conflict with recruitments already performed entirely by the City, and to also determine if such additional positions are in the City workforce and have any activity around hiring of temporary workers.  If Telecommunication personnel have been sought in the past, it is likely that the Evaluation Team would find that as a positive potential recruitment capability for the future.  The City does not have a list of potential job categories, so you are encouraged to describe those you wish to offer so the Evaluation Team may do their own consideration of the value for each.
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		CLASS CODE		JOB TITLE		JOB DESCRIPTION		HOURLY WAGE RATE (MIN)		STEP WAGE RATE		DISCRETIONARY WAGE RATE		REPRESENTATION		RECRUITMENT FEE TO BE PAID UPON SUCCESSFUL PLACEMENT OF TEMPORARY EMPLOYEE

		94092		COMPUTER OPERATOR

		94094		COMPUTER OPERATOR, SR

		94355		IT TECHNICIAN

		94344		IT PROFESSIONAL A - APPLICATIONS

		94344		IT PROFESSIONAL A - INFRASTRUCTURE

		94344		IT PROFESSIONAL A - OPERATING ENVIRONMENT

		94343		IT PROFESSIONAL B - APPLICATIONS

		94343		IT PROFESSIONAL B - INFRASTRUCTURE

		94343		IT PROFESSIONAL B - OPERATING ENVIRONMENT

		94342		IT PROFESSIONAL C - APPLICATIONS

		94342		IT PROFESSIONAL C - INFRASTRUCTURE

		94342		IT PROFESSIONAL C - OPERATING ENVIRONMENT

		94357		IT PROGRAMMER ANALYST

		94356		IT SPECIALIST

		94358		IT SYSTEM ANALYST

		94354		IT TECHNICAL SUPPORT

		97431		RADIO COMMUNICATIONS SPECIALIST

		57101		SOUND VIDEO EQUIPMENT TECHNICIAN

		94360		STRATEGIC ADVISOR 1

		94361		STRATEGIC ADVISOR 2

		94362		STRATEGIC ADVISOR 3

		94847		TELECOMMUNICATIONS SYSTEMS ANALYST

		17848		TELECOMMUNICATIONS SYSTEMS INSTALLER

		94815		TELEPHONE TECHNICIAN

		94825		VIDEO SPECIALIST 1

		94826		VIDEO SPECIALIST 2
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IT Programmer 


Analyst 2000014.d
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Support 4100012.d
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Systems Installer 7
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Strat Advisor 2 


1101921.doc




Strat Advisor 3 


1102021.doc




Systems Analyst 


2100004.doc




Systems 


Programmer Analys




Telecomm Systems 


Analyst 7153004.d




Telecomm Systems 


Installer 7152504.d
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Job Class Specification for:
IT PROFESSIONAL - A [APPLICATIONS]


Class Specification Schematic Number: 2110008







CLASS STANDARD 


IT Professional – A  [Applications]      Schematic Number:  2110008 


IT Professional – B  [Applications]      Schematic Number:  2110005 



IT Professional – C  [Applications]      Schematic Number:  2110004 



Class Series Summary: 



Positions in these classes function as information technology professionals, participating in or overseeing a variety of analytical and programming assignments that provide for the development, enhancement, and maintenance of automated data, voice, or video application programs, application systems, and operating systems software within mainframe, network and client server environments.  



These classes represent increasingly independent, complex and difficult levels of work assignments.  Information Technology Professional positions are rated using a point factor methodology and are placed in one of three pay zones: C, B, or A, (in ascending order) based on the total points awarded. 



Category:  Applications


There are three categories used to reference the primary technical area of each position.  They are Applications, Infrastructure and Operating Environments.  The Applications area of technical expertise includes applications development, data administration, data architecture, programming, web development, geographic information systems (GIS), computer-aided drafting and design, supervisory control, data acquisition and quality assurance. 



Distinguishing Characteristics Of The Class Series:


These are broadband job classes generally encompassing the advanced levels of work.  Positions in these classes, under general to limited supervision, plan and establish standards and specifications for network computer systems, ensure and monitor adherence to standards and specifications; or develop moderately complex to complex computer systems’ applications including the analysis of business, scientific or engineering needs.  The work requires knowledge of systems design and development practices, concepts and methods.  Higher level positions require extensive knowledge and experience of this type. 



These classes are distinguished from other Information Technology classes in that IT Professionals C, B and A work on and/or serve as project leads on the more complex departmental and/or citywide technology projects. 



They are distinguished from Information Technology Programmer Analyst in that IT Programmer Analysts work on projects of a limited scope and may develop project plans and specifications for small projects.  They are distinguished from IT Systems Analyst in that IT Systems Analyst install, configure and maintain software and hardware connected to a LAN.  The primary focus of IT Systems Analyst is operating environments and not applications development. 



The ability to understand issues that relate aspects of and/or parts of a project to the overall circumstances and needs of the organization is also required.  Guidelines are available in project work plans, in technical and reference manuals, 



and in departmental and City policies and procedures.  At the higher levels, guidelines tend to be very general; therefore incumbents must use judgment in determining the most appropriate methods and procedures to complete assignments.  



At the lower levels, projects and assignments are monitored and reviewed to ensure work progress and use of proper procedures.  At the higher levels, the supervisor is kept informed of project progress and unusual problems.  At the highest level, incumbents are expected to clarify and resolve technical and policy issues that arise during the project.  



Contact is primarily with departmental employees, systems and network users, management, vendors and contractors to provide and exchange technical information, to plan and coordinate work activities and to resolve project issues and/or technical problems. 



Any one position may not involve all of the specified point factor elements.  It is the total points awarded that determines the assignment level (C, B, or A).  Positions may have point totals that are a mix of some low, some medium and some high levels.  The pay band assignment for each position is determined by the assigned level of duties and responsibilities as rated using the point factor matrix. 


Point Factor Levels:


HIGH 


· Technical lead of application development for very complex systems. 



· Data architect for Citywide of highly complex corporate (City or large department) data systems. 



· Enterprise lead for WEB based systems. 



· Technical knowledge of programming languages, environments and large scale relational databases, and application to complex system problems. 



· Expertise with control systems for real-time operations. 



· Technical knowledge of project lifecycle stages, testing tools. 



· Integration, regression unit testing standards and practice. 



MEDIUM 


· Technical lead for project management of moderately complex applications. 



· Database administration for complex systems. 



· Business analysis for complex system or applications. 



· Date modeling for systems of moderate complexity. 



· Uses a variety of WEB tools to manage environment. 



· Technical knowledge of programming languages, environments and relational data bases (RDBM), GIS and CADD. 



LOW 


· Work is more routine, involving projects with lower scope, criticality or complexity. 



· Business applications for moderately complex systems or applications. 



· Use of tools that require specific knowledge, but maybe support newer technologies (WEB, RDBM). 



· Technical knowledge of programming languages, environments or RDBMs. 



Work Environment/Physical Demands: 


Work is usually performed in an office environment. 



Minimum Qualifications: 



A position assigned to this series may have specific requirements unique to that position.  Each position is to have a clear statement of the minimum qualifications required to perform the work, which may include specific types of, and/or a combination of, education, training, experience, skill and/or a professional license determined to be necessary to meet the business needs of the employing unit. 



Licensing and Other Requirements: 



May be required to work irregular hours, holidays and weekends to respond to emergency situations.  This may require being on call 24 hours a day, seven days a week. 



Comments: 


This classification standard is intended to reference the kinds of activities, levels of work difficulty and point factor levels for positions in these classes.  It is not intended as a list of duties and responsibilities. 



Class History: 


Class adopted January 5, 2000.
Classification Standard adopted November 5, 2002. 
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CLASS STANDARD 


IT Professional – A  [Operating Environments]     Schematic Number:  2130008
IT Professional – B  [Operating Environments]     Schematic Number:  2130005
IT Professional – C  [Operating Environments]     Schematic Number:  2130004


Class Series Summary: 



Positions in these classes function as information technology professionals, participating in or overseeing a variety of analytical and programming assignments that provide for the development, enhancement, and maintenance of automated data, voice, or video application programs, application systems, and operating systems software within mainframe, network and client server environments. 



The three classes represent increasingly independent, complex and difficult levels of work assignments.  Information Technology Professional positions are rated using a point factor methodology and are placed in one of three pay zones: C, B, or A, (in ascending order) based on the total points awarded. 



Category:  Operating Environments 


There are three categories used to reference the primary technical area of each position.  They are Applications, Infrastructure and Operating Environments.  The Operating Environment area of technical expertise includes desktop management, LAN management, enterprise server management, WEB server management, GIS/CADD server and workstation management. 



Distinguishing Characteristics of The Class Series: 



These are broadband job classes generally encompassing the advanced levels of work.  Positions in these classes, under general to limited supervision, plan and establish standards and specifications for network computer systems; ensure and monitor adherence to standards and specifications; or develop moderately complex to complex computer systems’ applications including the analysis of business, scientific or engineering needs.  The work requires knowledge of systems design and development practices, concepts and methods.  Higher level positions require extensive knowledge and experience of this type. 



These classes are distinguished from other Information Technology classes in that IT Professionals C, B and A work on and/or serve as project leads on the more complex departmental and/or citywide technology projects. 



They are distinguished from Information Technology Systems Analyst in that IT Systems Analyst install, configure and maintain software and hardware connected to a LAN.  The primary focus of IT Systems Analyst is operating environments and not applications development. 



The ability to understand issues that relate aspects of and/or parts of a project to the overall circumstances and needs of the organization is also required.  Guidelines are available in project work plans, in technical and reference manuals, and in departmental and City policies and procedures. 



At the higher levels, guidelines tend to be very general; therefore incumbents must use judgment in determining the most appropriate methods and procedures to complete assignments. 



At the lower levels, projects and assignments are monitored and reviewed to ensure work progress and use of proper procedures.  At the higher levels, the supervisor is kept informed of project progress and unusual problems.  At the highest level, incumbents are expected to clarify and resolve technical and policy issues that arise during the project. 



Contact is primarily with departmental employees, systems and network users, management, vendors and contractors to provide and exchange technical information, to plan and coordinate work activities and to resolve project issues and/or technical problems. 



Any one position may not involve all of the specified point factor elements.  It is the total points awarded that determines the assignment level (C, B, or A).  Positions may have point totals that are a mix of some low, some medium and some high levels.  The pay band assignment for each position is determined by the assigned level of duties and responsibilities as rated using the point factor matrix. 


Point Factor Levels: 



HIGH 


· Design and develop complex enterprise server systems. 



· Overall responsibility for operating systems and system programming for enterprise systems. 



· Enterprise lead for LAN management and implementation of enterprise distributed Directory Structure. 



· Enterprise WEB architect for transaction processing systems. 



· Highly proficient expertise in at least one large scale operating environment, such as SP2, Unix, NT, WIN 95, Novell or mainframe. 



· Overall responsibility for large LAN/user support environment. 



· Expertise with GIS/CADD and survey technology, including Global Positioning Systems (GPS). 



MEDIUM 


· Project management to install LANs and servers of moderate complexity. 



· Operations lead for support functions for enterprise server systems. 



· System programming for complex mid-frame or mainframe server environments. 



· Specialized skill in one or more enterprise operating environments. 



· Expertise with GIS/CADD/GPS. 



LOW 


· Technical knowledge to support desktop or server operating systems through routine tasks and installations. 



· Troubleshooting and maintenance of desktop and LAN systems. 



· Operations management responsibility for systems services related to servers. 



Work Environment/Physical Demands: 



Work is usually performed in an office environment. 



Minimum Qualifications: 



A position assigned to this series may have specific requirements unique to that position.  Each position is to have a clear statement of the minimum qualifications required to perform the work, which may include specific types of, and/or a combination of, education, training, experience, skill and/or a professional license determined to be necessary to meet the business needs of the employing unit. 



Licensing and Other Requirements: 



May be required to work irregular hours, holidays and weekends to respond to emergency situations.  This may require being on call 24 hours a day, seven days a week. 



Comments: 



This classification standard is intended to indicate the kinds of activities, levels of work difficulty and point factor levels for positions in these classes.  It is not intended as a list of duties and responsibilities. 



Class History: 



Class adopted January 5, 2000.
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Class Summary:
Positions in this class perform fundamental technical support and administrative functions for Information Technology in areas such as computer operations, data center production, telecommunications, wireless equipment and computer customer assistance.



Distinguishing Characteristics of the Class:
Positions in this class perform both administrative and technical support tasks in the area of Information Technology. This class includes positions that perform basic support functions in a computer environment. It can also serve as a career path between administrative support and information technology and is intended for those positions that have assumed technical tasks which have changed the focus of the position from administrative to technical. (Data entry and word processing are administrative tasks and are not considered to be information technology support). These positions differ from the Information Technology Technician in that the IT Technician has technical expertise in the assigned area, is able to independently solve most problems, and can make decisions involving daily work in the area of operation.



The work of this class requires a general working knowledge of data processing functions, computer system operations, and/or experience in operating a variety of personal computers and equipment. Guidelines exist in the form of established procedures, program instructions and technical manuals. The work involves making limited judgments in order to document, identify, solve and/or refer common operational questions and problems. Other staff are available to provide guidance on problems not covered by standard procedures.



Positions have contact with systems users and departmental staff to provide and exchange technical information to resolve problems and to coordinate work activities.



Examples of Work:


· Monitors computer operations functions. 



· Stages production runs, monitors job processing, and maintains production schedule. 



· Coordinates department requests for telephone equipment and services and prepares necessary paperwork (including preparing floor plans, filling out change orders, specifying telephone software programming). 



· Provides basic instruction to users on equipment operation and general software use. 



· Responds to user problems, troubleshoots and handles minor problems and repairs; refers users to appropriate personnel for additional help. 



· Maintains accuracy of database information (checks tables for duplicate entries and deletes duplicates; checks for consistency in the way data is entered;) creates simple queries and runs reports. 



· Orders computer software, equipment and supplies and tracks inventory. 



· Performs other related duties of a comparable level/type as assigned. 



Work Environment/Physical Demands:
Work is performed in a City office/computer environment.  May be required to work rotating shifts, nights, weekends and holidays.  Maybe required to stand, walk or bend for extended periods of time. 



Minimum Qualifications:
Requires one year of technical training or one year experience in the operation of a variety of computers and related equipment in a computer environment (other combinations of training and/or experience will be evaluated on an individual basis for comparability).



Licensing and Other Requirements:
None.



Comments:
This description was prepared to indicate the kinds of activities and levels of work difficulty required of positions in this class. It is not intended as a complete list of specific duties and responsibilities.



Class History:
Class developed as a result of the Represented Information Technology Program.
Class adopted May 29, 2001; effective January 5, 2000.
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CLASS STANDARD


 



INFORMATION TECHNOLOGY STRATEGIC ADVISOR 3      Schematic Number: 1102021



INFORMATION TECHNOLOGY STRATEGIC ADVISOR 2      Schematic Number: 1101921


INFORMATION TECHNOLOGY STRATEGIC ADVISOR 1      Schematic Number: 1101821



 



 



Class Series Summary:


 



This is professional work in the planning, analysis and coordination of information technology, including systems, computer operations and data communications.  A strategic advisor serves as a key advisor to senior officials, and/or makes recommendations which help shape significant City policies or programs, and/or represents the City in strategic arenas, without having full accountability for managing resources to achieve specific outcomes.



 



Distinguishing Characteristics of the Class Series:


 



Positions in this occupational group advise and make recommendations to top management and elected officials on matters relating to information technology, including systems, computer operations and data communications.  The range of major functions includes technology planning and implementation, evaluation of technology and user needs, hardware and software acquisition, and management of related staff and functions.



Strategic Advisors are distinguished from Managers in that Strategic Advisors do not directly manage significant human or other resources; for example, supervision of staff may be assigned to Strategic Advisors, but it is not the primary focus of the work.



This classification is part of a broadband pay program.  The three levels of the Strategic Advisor series are distinguished from each other by the level and amount of contribution to, and impact on, the following elements: policy, program, budget, communications, matrix, technical expertise and human resources.



 



These elements relate to different levels of job duties and responsibilities.  Strategic Advisor positions are rated for each of the elements listed above and awarded a ranking of High, Medium or Low for each element.



 



Each element has a point value assigned.  A position is then placed in one of three pay zones (zone 1, zone 2, or zone 3), based on the total points awarded for all the elements.  The total points awarded are often a mix of high, medium and low levels.



 



Any one position may not include all of the specified elements listed above and detailed below.  The pay zone assignment for each position is determined by the assigned level of duties and responsibilities and the total corresponding point values awarded.


 


Point Factor Levels:


HIGH


 


         Shapes policy by making highly authoritative policy recommendations to elected officials and department heads; develops and defends policies with significant long-term impacts on the City’s priority programs; strongly influences policies having significant and long-term resource implications; strongly influences policies which impact the conduct of business by multiple City organizational units.



         Strongly influences nature and scope of program direction for significant programs by acting as a key advisor to elected official(s) and/or department head(s) of major City department(s).



         Strongly influences decisions by elected official(s) and/or department head(s) of major City department(s) on appropriate levels, sources and allocation of resources for major City services, programs or other activities, with significant long-term implications which impact the conduct of business by multiple City organizational units.



         Communicates to internal and external audiences as an authoritative representative of elected official(s) and/or department head(s) of major City department(s) on a variety of significant issues related to the City’s priority programs and services, for the purpose of garnering support, shaping opinions, advocating controversial positions, and achieving important City objectives.



         Actively provides leadership, focus and direction to cross-functional, departmental or jurisdictional teams as an authoritative representative of elected official(s) and/or department heads of major City department(s) to achieve important City objectives related to the City’s priority programs and services.



         Acts as a technical expert in a specific field, involving independent technical decision-making, typically evidenced by a required degree or license, who serves as a Strategic Advisor of advice on technical matters which is relied upon by elected official(s) and/or department head(s) of major City department(s) to make decisions affecting the City’s highly visible or high impact services.



         May supervise three or more staff.



 



MEDIUM


          Develops and defends policies affecting the City’s ability to fund and deliver programs and services; advises elected officials(s) and/or department head(s) of major City department(s) on policies which may involve long term impacts to the City, City services, City partners, or the public.



         Provides recommendations for development of significant programs to elected official(s) and/or department heads(s) of major City department(s).



         Provides recommendations for development of significant departmental program or business unit budget(s) to elected official(s) and/or department head(s) of major City department(s).



         Communicates to internal and external audiences on behalf of elected official(s) and/or department head(s) of major City departments on a variety of significant issues.



         Acts on behalf of and represents priorities and interests of elected official(s) and/or department head(s) of major City department(s) on a variety of cross functional, departmental or jurisdictional teams. 



         Has technical expertise in a specific field, typically evidenced by a required degree or license, and provides authoritative advice on technical matters to elected official(s) and/or department head(s) of major City department(s).



         Full supervisor of one or two staff.



 



LIMITED


 



         Provides input on policies related to operations or services; provides recommendations on policy options of an operational or short term nature.



         Makes program recommendations, may administer some phases of program(s).



         Makes budget recommendations, may administer some phases of budget(s).



         Communicates program and procedural information, and policies of an operational nature, to internal and external audiences.



         Participates in and may assist with coordinating or facilitating cross functional, departmental or jurisdictional teams.



         Deals regularly with technically related matters, and applies specialized knowledge in analyzing a variety of issues.



         May provide lead direction to other staff.



 



Work Environment/Physical Demands:


 



         Work is usually performed in an office environment.



 



Minimum Qualifications:


A position assigned to this series may have specific requirements unique to that position.  Each position is to have a clear statement of the minimum qualifications required to perform the work, which may include specific types of, and/or a combination of, education, training, experience, skill and/or a professional license determined to be necessary to meet the business needs of the employing unit.


 Licensing and Other Requirements:


 Current Washington State driver's license or evidence of equivalent mobility may be required for some positions.


 Comments:


 This class standard was prepared to indicate the kinds of activities, levels of work difficulty and point factor levels for positions in this class.  It is not intended as a list of duties and responsibilities.


 Class History:


 Class adopted January 7, 1998.





MBD00112B89.doc

Job Class Specification for:
TELEPHONE TECHNICIAN


Class Specification Schematic Number: 7152301







Class Summary: 


A position in this class performs technical tasks in monitoring the telecommunications network, and responding to and resolving minor (Tier 1) trouble calls regarding telephone network problems. 



Distinguishing Characteristics of the Class: 



This is a stand-alone class. It is distinguished from other related classes by the responsibility for resolving lower level (Tier 1) trouble calls.



Under continuing supervision, employees in this class resolve technical telecommunications trouble calls. A working knowledge of the features and applications of the City phone system is required. 



Guidelines exist in the form of technical instruction manuals. The work requires the ability to determine which trouble calls can be resolved at this level, and which ones require referral to other staff. 



Personal contacts are primarily with City employees and from vendors that lease lines and services to the City. The purpose of the contacts is to exchange information, and provide solutions related to telecommunications system features and applications. 



Examples of Work: 



· Monitor telephone switch alarms, resolve minor problems and refer more complex problems to other staff. Use the software to make changes in the switch such as calling party name display, what key a phone rings on, designating which feature will appear on which button, the hunt sequence of the telephone numbers, and the call forward values. 



· Enter command codes to enable a phone to ring. 



· Input new prefixes and area codes into the switches in the City’s network. 



· Synchronize the time of day in the display telephones. 



· Change voice mail passwords. 



· Enter the long distance international access codes for users. 



Work Environment/Physical Demands:



Work is typically performed in an office-like setting at the City Network Control Center. 



Minimum Qualifications: 



Three years of administrative support experience which included the use of a computer (or any other combination of education, training and/or experience which provides the background required to perform the job). 



Licensing and Other Requirements: 



Certification in the product currently in use by the City (e.g., Nortel Meridian 1 Option 11-81Cc Installation, Maintenance and Database) is required within the first six weeks of employment. 



Comments: 



This description was prepared to indicate the kinds of activities and levels of work difficulty required of positions in this class. It is not intended as a complete list of specific duties and responsibilities.



Class History: 



9-24-99 adopted as Telephone Technician, effective 1-1-99.
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Class Summary: 


Positions in this class lead and coordinate a variety of Citywide video production activities primarily for the broadcast of the City’s government access cable channel; and oversee and direct studio productions and live or taped call-in shows and other video production responsibilities and/or projects. Positions in this class may supervise other video specialists or a team providing a complete range of services to one department, or may work on projects for a number of departments/agencies.



Distinguishing Characteristics of the Class:



This is the advanced level in the Video Specialist series. Positions in this class, under limited supervision, coordinate, schedule and prioritize Citywide video production activities; research and write scripts; and assure proper set-up, maintenance, repair and storage of video equipment . The work requires knowledge of video production methods and techniques; and operation of a variety of video, sound, lighting and editing equipment. The ability to prioritize and allocate resources to Citywide video production projects and to choose appropriate and creative taping and production techniques is required. Guidelines exist in the form of video production equipment repair manuals and standard operating policies and procedures. Judgment is used to adapt guidelines to a variety of unusual situations such as new program topics and/or locations. This class is distinguished from the Video Specialist I in that the Video Specialist II directs and oversees studio productions, and independently writes, edits and post produces videotape projects. Personal contact is primarily with Citywide users to identify video project needs and with production staff and cast to coordinate taping activities.



Examples of Work: 



· Manages the production process for Citywide video projects. Develops and monitors production schedules. Makes decisions about the appropriate level of production team, production resources and other resources such as contractors and talent. 



· Consults with department users to identify video production needs; develops and recommends new ways to use video and other media to promote communications and training for City departments. 



· Manages the transmission of City programming to the cable company. Acquire and broadcast programming from other agencies, including daily programming from the state and public schools. 



· Performs a diverse variety of tasks associated with the production and post-production process which may include: camera work, lighting and sound design, set/site preparation, coordination of talent, editing, and sound. 



· Oversees studio productions, assuring that all equipment is functioning properly, supervising the studio production team, overseeing post production of studio programs, managing live call-in shows. 



· Sets up sound, lighting and video equipment. Technically troubleshoots equipment problems and makes repairs when possbile. Works with outside equipment repair vendors to diagnose and correct problems. Researches and makes recommendations on the purchase of new equipment. 



· Performs other related duties of a comparable level/type as assigned. 



Work Environment/Physical Demands:



Required to: work outdoors in all types of weather; in confined areas, at extreme heights and around high voltage or in remote areas; lift objects in excess of 50 pounds; stand for extended periods of time; and work nights and weekends.



Minimum Qualifications:



Requires a minimum of three years experience working in video tape/slide program production including operating audio and video tape production equipment and an Associate Degree in Video Production, Communications, TV/film Journalism, or related field (or a combination of education and/or training and/or experience which provides an equivalent background required to perform the work of the class).



Licensing and Other Requirements:



Current Washington State driver's license.



Comments:



This description was prepared to indicate the kinds of activities and levels of work difficulty required of positions in this class. It is not intended as a complete list of specific duties and responsibilities.



Class History:



Class adopted January 2, 1991.



Class revised July 14, 1998 (effective date January 1, 1997). This class combines the work of Senior Video Specialist and Principal Video Specialist.



1
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Class Summary: 


Positions in this class videotape events and meetings, perform limited post-production editing, act as crew for major productions, and post the City’s government access television broadcast schedule. 



Distinguishing Characteristics of the Class: 



This is the journey level in the Video Specialist series. Positions in this class, under general supervision, tape events and meetings, add graphics and sound to productions and do limited editing. Positions act as crew for major productions, including assisting in setting up studio or remote location shoots; and provide the City’s daily government access television schedule to the public. 



Knowledge of video production methods, equipment and techniques and the ability to make technical decisions about appropriate video and audio techniques is required. Guidelines exist in the form of video production equipment and repair manuals and standard operating policies and procedures. Judgment is used to adapt these guidelines to individual situations. This class is distinguished from the Video Specialist II in that the Video Specialist II operates broadcast equipment; directs and oversees studio productions; and writes, edits and works on post-production of video projects. 



Personal contact is with production crew and talent to assess production needs and coordinate taping activities. 



Examples of Work: 



· Assists in the production of taped programs by setting up and operating video cameras, recorders, lights, sound mixers, microphones, tripods, dollies and other equipment. 



· Videotapes meetings and events alone or with other staff. 



· Performs limited post-production editing, adding titles, graphics and sound. 



· Duplicates tapes. 



· Acts as crew for major productions. 



· Maintains video and audio tape libraries. 



· Maintains website, including TV channel schedule. Encodes video tapes and posts on web site. 



· Researches, compiles, outlines and prepares scripts for various videotapes. 



· Performs other related duties of a comparable level/type as assigned. 



Work Environment/Physical Demands: 



Required to stand, walk or bend for extended periods of time. Required to work outdoors in all types of weather. May be required to work in confined areas, at extreme heights and around high voltage or in remote areas while taping. Required to lift and carry objects weighing 50 pounds or more.



Minimum Qualifications: 



Requires a minimum of one year experience in video program production including operating audio and video production equipment; and an Associate degree in Video Production, Communications, TV/Film Journalism, or related field (or a combination of education and/or training and/or experience which provides an equivalent background required to perform the work of the class).



Licensing and Other Requirements: 



Current Washington State driver's license or evidence of equivalent mobility.



Comments: 



This description was prepared to indicate the kinds of activities and levels of work difficulty required of positions in this class. It is not intended as a complete list of specific duties and responsibilities.



Class History: 



Class adopted January 2, 1991.



Class revised March 31, 1999 and title changed (former title Video Specialist).
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Class Summary: 


Positions in this class diagnose user departments telephone system and communication needs, provide consulting service to user departments and install and perform testing of telephone system enhancements. 



Distinguishing Characteristics of the Class: 



This is the journey level in the Telecommunication series. Positions in this class, under limited supervision, serve as project coordinator for all telecommunication moves, adds or changes; supervise procurement of material and vendor services; direct installation and coordinate transaction of new system; determine voice/data traffic routes and volume; and assist in long range planning and preparing of user guidelines. The work requires advanced knowledge of the theories, principles and practices of system analysis, research methods and operations research. The ability to conduct operational research studies, to work independently on a number of task simultaneously and to read, interpret, evaluate and apply complex written materials are also required. Guidelines are available in technical and reference manuals, regulatory documentation and departmental and City policies and procedures. Contact is primarily with user departments for needs assessment and feasibility/performance studies; with vendors for evaluation and contracting of products and services; and with various technical groups for identification of alternatives and acquisition recommendations.



Examples of Work: 



· Diagnoses and determines user department communication needs and negotiates system requirements; performs specification analysis and develops detailed system engineering designs. 



· Serves as telecommunication project coordinator for major moves, adds or changes; supervises procurement of material, installation and labor from vendors. 



· Provides technical and analytical assistance to telecommunication personnel; develops training documents for City users groups relating to equipment features and special installation. 



· Determines voice and data traffic routes and volume; evaluates alternative systems options; analyses technological advances, engineering enhancements and product development complement; increases network capacity. 



· Diagnoses telephone and PBX's for repairs. 



· Assists in development of bid proposals, acquisition recommendations, equipment maintenance and relocation of purchase telephone system equipment. 



· Performs other related duties of a comparable level/type as assigned. 



Work Environment/Physical Demands: 



Require handling or working with electrical and mechanical materials.



Minimum Qualifications: 



Requires two years of telephone system installation, design, or service experience and a Bachelor's degree in Electrical Engineering, Communication Technology or Computer Science or a related field (or a combination of education, training and/or experience that provides an equivalent background required to perform the work of the class).



Licensing and Other Requirements: 



None.



Comments: 



This description was prepared to indicate the kinds of activities and levels of work difficulty required of positions in this class. It is not intended as a complete list of specific duties and responsibilities.



Class History: 



Class adopted January 2, 1991.
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Class Summary: 



Positions in this class install, test and maintain City-owned radio, data processing or other telephone systems equipment. 



Distinguishing Characteristics of the Class: 



Under general supervision, employees in this class perform technical work involving the installation, operational testing and/or maintenance of City-owned radio, data terminal equipment, data processing equipment or telephone equipment, including associated wiring.  A working knowledge of electronic radio instruments, personal computer and/or City telephone systems is required to maintain, install and/or repair such equipment.  The immediate supervisor provides direction concerning work assignments and performance expectations.  Technical guidelines and work plans exist in the form of work order requests, schematics, blueprints, wiring diagrams or technical manuals.  Personnel contacts include in-house staff and employees of other departments to facilitate repair and service of the necessary equipment. 



Examples of Work: 



· Configure install, maintain, test and repair various types of radios, telephones, microcomputers or other telecommunications systems equipment and support systems. 



· Conduct operational tests and adjust equipment to meet system specifications; resolve minor technical problems by performing equipment-specific diagnostic routines. 



· Assists in the introduction of newly installed radio, telephone, microcomputer or other telecommunications systems equipment to user departments, including demonstrations of proper equipment usage. 



· Perform required maintenance of assigned system equipment, including promptly reporting the need for replacement parts. 



· Respond to emergency service order calls and implement all equipment changes, removals and relocations, as directed. 



· Maintain accurate wire and equipment assignment records. 



· Performs related work as required. 



Work Environment/Physical Demands: 



Stand, walk, bend or crawl for extended periods of time in restricted space.  Lift up to 50 lbs.  Work around energized electrical equipment when installing systems. 



Minimum Qualifications: 



Requires the completion of basic vocational training in electronics, telephony, data communications, radio technology or related field, plus one year of experience in the installation, maintenance, testing or providing instruction in the use of radio, telephone, microcomputer or other telecommunications equipment. 



Other combinations of education and experience will be evaluated on an individual basis for comparability. 



Licensing and Other Requirements: 



Current Washington State driver's license or evidence of equivalent mobility.   



Comments: 



This description was prepared to indicate the kinds of activities and levels of work difficulty required of positions in this class.  It is not intended as a complete list of specific duties and responsibilities. 



Class History: 



Class adopted January 2, 1991. 
Class Revised May 22, 2007. 
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CLASS STANDARD


 



INFORMATION TECHNOLOGY STRATEGIC ADVISOR 3      Schematic Number: 1102021


INFORMATION TECHNOLOGY STRATEGIC ADVISOR 2      Schematic Number: 1101921



INFORMATION TECHNOLOGY STRATEGIC ADVISOR 1      Schematic Number: 1101821



  



Class Series Summary:


 



This is professional work in the planning, analysis and coordination of information technology, including systems, computer operations and data communications.  A strategic advisor serves as a key advisor to senior officials, and/or makes recommendations which help shape significant City policies or programs, and/or represents the City in strategic arenas, without having full accountability for managing resources to achieve specific outcomes.



 



Distinguishing Characteristics of the Class Series:


 



Positions in this occupational group advise and make recommendations to top management and elected officials on matters relating to information technology, including systems, computer operations and data communications.  The range of major functions includes technology planning and implementation, evaluation of technology and user needs, hardware and software acquisition, and management of related staff and functions.



Strategic Advisors are distinguished from Managers in that Strategic Advisors do not directly manage significant human or other resources; for example, supervision of staff may be assigned to Strategic Advisors, but it is not the primary focus of the work.



This classification is part of a broadband pay program.  The three levels of the Strategic Advisor series are distinguished from each other by the level and amount of contribution to, and impact on, the following elements: policy, program, budget, communications, matrix, technical expertise and human resources.



 



These elements relate to different levels of job duties and responsibilities.  Strategic Advisor positions are rated for each of the elements listed above and awarded a ranking of High, Medium or Low for each element.



 



Each element has a point value assigned.  A position is then placed in one of three pay zones (zone 1, zone 2, or zone 3), based on the total points awarded for all the elements.  The total points awarded are often a mix of high, medium and low levels.



 



Any one position may not include all of the specified elements listed above and detailed below.  The pay zone assignment for each position is determined by the assigned level of duties and responsibilities and the total corresponding point values awarded.


 



Point Factor Levels:


HIGH


 



         Shapes policy by making highly authoritative policy recommendations to elected officials and department heads; develops and defends policies with significant long-term impacts on the City’s priority programs; strongly influences policies having significant and long-term resource implications; strongly influences policies which impact the conduct of business by multiple City organizational units.



         Strongly influences nature and scope of program direction for significant programs by acting as a key advisor to elected official(s) and/or department head(s) of major City department(s).



         Strongly influences decisions by elected official(s) and/or department head(s) of major City department(s) on appropriate levels, sources and allocation of resources for major City services, programs or other activities, with significant long-term implications which impact the conduct of business by multiple City organizational units.



         Communicates to internal and external audiences as an authoritative representative of elected official(s) and/or department head(s) of major City department(s) on a variety of significant issues related to the City’s priority programs and services, for the purpose of garnering support, shaping opinions, advocating controversial positions, and achieving important City objectives.



         Actively provides leadership, focus and direction to cross-functional, departmental or jurisdictional teams as an authoritative representative of elected official(s) and/or department heads of major City department(s) to achieve important City objectives related to the City’s priority programs and services.



         Acts as a technical expert in a specific field, involving independent technical decision-making, typically evidenced by a required degree or license, who serves as a Strategic Advisor of advice on technical matters which is relied upon by elected official(s) and/or department head(s) of major City department(s) to make decisions affecting the City’s highly visible or high impact services.



         May supervise three or more staff.



 



MEDIUM


 



         Develops and defends policies affecting the City’s ability to fund and deliver programs and services; advises elected officials(s) and/or department head(s) of major City department(s) on policies which may involve long term impacts to the City, City services, City partners, or the public.



         Provides recommendations for development of significant programs to elected official(s) and/or department heads(s) of major City department(s).



         Provides recommendations for development of significant departmental program or business unit budget(s) to elected official(s) and/or department head(s) of major City department(s).



         Communicates to internal and external audiences on behalf of elected official(s) and/or department head(s) of major City departments on a variety of significant issues.



         Acts on behalf of and represents priorities and interests of elected official(s) and/or department head(s) of major City department(s) on a variety of cross functional, departmental or jurisdictional teams. 



         Has technical expertise in a specific field, typically evidenced by a required degree or license, and provides authoritative advice on technical matters to elected official(s) and/or department head(s) of major City department(s).



         Full supervisor of one or two staff.



 



LIMITED


         Provides input on policies related to operations or services; provides recommendations on policy options of an operational or short term nature.



         Makes program recommendations, may administer some phases of program(s).



         Makes budget recommendations, may administer some phases of budget(s).



         Communicates program and procedural information, and policies of an operational nature, to internal and external audiences.



         Participates in and may assist with coordinating or facilitating cross functional, departmental or jurisdictional teams.



         Deals regularly with technically related matters, and applies specialized knowledge in analyzing a variety of issues.



         May provide lead direction to other staff.



 



Work Environment/Physical Demands:


 



         Work is usually performed in an office environment.



 Minimum Qualifications:


 A position assigned to this series may have specific requirements unique to that position.  Each position is to have a clear statement of the minimum qualifications required to perform the work, which may include specific types of, and/or a combination of, education, training, experience, skill and/or a professional license determined to be necessary to meet the business needs of the employing unit.


 Licensing and Other Requirements:


 Current Washington State driver's license or evidence of equivalent mobility may be required for some positions.


Comments:


This class standard was prepared to indicate the kinds of activities, levels of work difficulty and point factor levels for positions in this class.  It is not intended as a list of duties and responsibilities.


 Class History:


 Class adopted January 7, 1998.



Classification Standard adopted November 5, 2002.
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Class Summary: 



Positions in this class, under general supervision, design, build, repair and maintain sound reinforcement systems, video equipment, and ancillary electronic systems and set-up and operate sound reinforcing equipment for a variety of events and performances. 



Distinguishing Characteristics of the Class: 



This is the journey-level class in the Sound Systems series.  The Sound And Video Equipment Technician coordinates, sets-up and operates a variety of sound reinforcing equipment for events and performances.  This class is distinguished from the Sound Systems Chief in that this class designs, maintains, repairs, sets-up and operates sound and electronic systems while the Sound Systems Chief has supervisory responsibilities over staff. 



The work requires knowledge of the principles and techniques of sound reinforcement and audio-electronic equipment and requires the ability to operate the equipment.  Guidelines exist in the form of department procedures, equipment and systems manuals, operations manuals and electronic circuits schematics to perform the work of this class. The work involves selecting the appropriate procedures, equipment, and methods to install, repair and maintain sound systems and equipment.  Work is performed independently often under time pressure and work must be scheduled in order to meet events deadlines.  This class has sole responsibility for the sound system when assigned to an event.  The Supervisor reviews quality of work to ensure that procedures are followed. 



Frequent personal contacts include event scheduling staff, performing groups, and tenants to determine sound reinforcing and intercommunication needs and with other department staff to coordinate work activities. 



Examples of Work: 



· Maintains, modifies, troubleshoots, and repairs sound reinforcement systems, page/cue systems, closed circuit television systems, video equipment, background music systems, and telephone systems. 



Designs, fabricates, and installs new systems and equipment.



· Sets up sound systems for a variety of events including conventions, concerts, operas, musicals, ballet, and sports events; controls, mixes and adjusts sound reinforcement equipment during events. 



· Consults with clients, conductors, musicians, and stage managers regarding sound require​ments; selects proper micropho​nes, speaker systems, mixing and amplifying equip​ment and other sound equipment. 



· Tests and evaluates new sound equipment and systems. 



· May coordinate and schedule activities of intermittent Sound Operators, providing job instructions and expert guidance. 



· Performs preventive maintenance and emergency repairs of sound equipment. 



· Performs other related duties as assigned. 



Work Environment/Physical Demands: 



May be required to work nights, evenings, weekends and/or holidays and extended hours.  Work requires exposure to high sound levels and requires taking safety precautions and following procedures.  Frequently required to lift more than 50 pounds. Required to work on ladders and catwalks.  Required to work with electrical equipment. 



Minimum Qualifications: 



Requires four years of experience in sound reinforcement, including two years in the repair and maintenance of electronic sound equipment (or a combination of education and/or training and/or experience which provides an equivalent background required to perform the work of the class). 



Licensing and Other Requirements: 



Current Washington State driver's license or evidence of equivalent mobility 



Comments: 



This description was prepared to indicate the kinds of activities and levels of work difficulty required of positions in this class.  It is not intended as a complete list of specific duties and responsibilities. 



Class History: 



Class adopted January 2, 1991.
Title change from Sound Equipment Technician; minor duties change 08/20/02. 
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CLASS STANDARD



INFORMATION TECHNOLOGY STRATEGIC ADVISOR 3      Schematic Number: 1102021



INFORMATION TECHNOLOGY STRATEGIC ADVISOR 2      Schematic Number: 1101921



INFORMATION TECHNOLOGY STRATEGIC ADVISOR 1      Schematic Number: 1101821



Class Series Summary:



This is professional work in the planning, analysis and coordination of information technology, including systems, computer operations and data communications.  A strategic advisor serves as a key advisor to senior officials, and/or makes recommendations which help shape significant City policies or programs, and/or represents the City in strategic arenas, without having full accountability for managing resources to achieve specific outcomes.



Distinguishing Characteristics of the Class Series:



Positions in this occupational group advise and make recommendations to top management and elected officials on matters relating to information technology, including systems, computer operations and data communications.  The range of major functions includes technology planning and implementation, evaluation of technology and user needs, hardware and software acquisition, and management of related staff and functions.



Strategic Advisors are distinguished from Managers in that Strategic Advisors do not directly manage significant human or other resources; for example, supervision of staff may be assigned to Strategic Advisors, but it is not the primary focus of the work.



This classification is part of a broadband pay program.  The three levels of the Strategic Advisor series are distinguished from each other by the level and amount of contribution to, and impact on, the following elements: policy, program, budget, communications, matrix, technical expertise and human resources.



These elements relate to different levels of job duties and responsibilities.  Strategic Advisor positions are rated for each of the elements listed above and awarded a ranking of High, Medium or Low for each element.



Each element has a point value assigned.  A position is then placed in one of three pay zones (zone 1, zone 2, or zone 3), based on the total points awarded for all the elements.  The total points awarded are often a mix of high, medium and low levels.



Any one position may not include all of the specified elements listed above and detailed below.  The pay zone assignment for each position is determined by the assigned level of duties and responsibilities and the total corresponding point values awarded.



Point Factor Levels:


HIGH



         Shapes policy by making highly authoritative policy recommendations to elected officials and department heads; develops and defends policies with significant long-term impacts on the City’s priority programs; strongly influences policies having significant and long-term resource implications; strongly influences policies which impact the conduct of business by multiple City organizational units.



         Strongly influences nature and scope of program direction for significant programs by acting as a key advisor to elected official(s) and/or department head(s) of major City department(s).



         Strongly influences decisions by elected official(s) and/or department head(s) of major City department(s) on appropriate levels, sources and allocation of resources for major City services, programs or other activities, with significant long-term implications which impact the conduct of business by multiple City organizational units.



         Communicates to internal and external audiences as an authoritative representative of elected official(s) and/or department head(s) of major City department(s) on a variety of significant issues related to the City’s priority programs and services, for the purpose of garnering support, shaping opinions, advocating controversial positions, and achieving important City objectives.



         Actively provides leadership, focus and direction to cross-functional, departmental or jurisdictional teams as an authoritative representative of elected official(s) and/or department heads of major City department(s) to achieve important City objectives related to the City’s priority programs and services.



         Acts as a technical expert in a specific field, involving independent technical decision-making, typically evidenced by a required degree or license, who serves as a Strategic Advisor of advice on technical matters which is relied upon by elected official(s) and/or department head(s) of major City department(s) to make decisions affecting the City’s highly visible or high impact services.



         May supervise three or more staff.



MEDIUM



 



         Develops and defends policies affecting the City’s ability to fund and deliver programs and services; advises elected officials(s) and/or department head(s) of major City department(s) on policies which may involve long term impacts to the City, City services, City partners, or the public.



         Provides recommendations for development of significant programs to elected official(s) and/or department heads(s) of major City department(s).



         Provides recommendations for development of significant departmental program or business unit budget(s) to elected official(s) and/or department head(s) of major City department(s).



         Communicates to internal and external audiences on behalf of elected official(s) and/or department head(s) of major City departments on a variety of significant issues.



         Acts on behalf of and represents priorities and interests of elected official(s) and/or department head(s) of major City department(s) on a variety of cross functional, departmental or jurisdictional teams. 



         Has technical expertise in a specific field, typically evidenced by a required degree or license, and provides authoritative advice on technical matters to elected official(s) and/or department head(s) of major City department(s).



         Full supervisor of one or two staff.



LIMITED


 


         Provides input on policies related to operations or services; provides recommendations on policy options of an operational or short term nature.



         Makes program recommendations, may administer some phases of program(s).



         Makes budget recommendations, may administer some phases of budget(s).



         Communicates program and procedural information, and policies of an operational nature, to internal and external audiences.



         Participates in and may assist with coordinating or facilitating cross functional, departmental or jurisdictional teams.



         Deals regularly with technically related matters, and applies specialized knowledge in analyzing a variety of issues.



         May provide lead direction to other staff.



Work Environment/Physical Demands:



 



         Work is usually performed in an office environment.



Minimum Qualifications:



A position assigned to this series may have specific requirements unique to that position.  Each position is to have a clear statement of the minimum qualifications required to perform the work, which may include specific types of, and/or a combination of, education, training, experience, skill and/or a professional license determined to be necessary to meet the business needs of the employing unit.



Licensing and Other Requirements:



Current Washington State driver's license or evidence of equivalent mobility may be required for some positions.



Comments:



This class standard was prepared to indicate the kinds of activities, levels of work difficulty and point factor levels for positions in this class.  It is not intended as a list of duties and responsibilities.



Class History:



Class adopted January 7, 1998.



Classification Standard adopted November 5, 2002.
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Class Summary: 



Employees in this class coordinate the planning, purchasing, installation, main​tenance, and operation of department radio dispatch equipment.  Related duties include monitoring incidence of problems, maintaining inventory of equipment and instructing dispatch personnel.   



Distinguishing Characteristics of the Class: 



This is a stand alone class in the Communications/Dispatcher group.  This position requires a specialized knowledge of radio equipment and systems, FCC rules and regulations and policies and procedures relative to equipment purchasing.  This class provides training to radio operators in the proper use of equipment.  Guidelines regarding licensing and radio equipment operation are applied, however, the employee must exercise technical judgment to diagnose problems and recommend solutions. The work product is seldom reviewed and the employee is responsible for resolving most of the problems.  Priorities and deadlines are recommended and discussed with the supervisor.   



Contacts include outside agencies, department personnel and other City departments are necessary to coordinate work and provide information.   



Examples of Work: 



· Gathers information and prepares documents and specifications for purchase of radio equipment. 



· Provides training to dispatch and other departmental staff regarding radio equipment operations and procedures. 



· Answers questions from the public. 



· Monitors radio frequencies for audio and operator problems and takes necessary steps to correct them. 



· Maintains and updates inventory records of radio equipment. 



· Oversees and performs final installation and inspection of radio equipment. 



· Operates dispatching equipment answers phone calls, and maintains records as required. 



· Climbs radio towers up to 400 feet to install, inspect, and repair radio equipment. 



· Performs other related duties of a comparable level/type as assigned. 



Work Environment/Physical Demands: 



Required to be on call 24 hours/day to respond to emergency situations.  Work nights, evenings, weekends, and/or holidays.  Lift up to 50 pounds.  Handle equipment or work in hazardous environments or heights.  Work outdoors in all types of weather.   



Minimum Qualifications: 



Requires three years radio equipment servicing and installation experience (or a combination of education, training and/or experience which provides an equivalent background).   



Licensing and Other Requirements: 



Current State of Washington driver's license or evidence of equivalent mobility.   



Comments: 



This description was prepared to indicate the kinds of activities and levels of work difficulty required of positions in this class.  It is not intended as a complete list of specific duties and responsibilities.   



Class History: 



Class adopted January 2, 1991. 
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Class Summary: 



Positions in this class perform a variety of Information Technology support functions requiring technical expertise in the more complex specialty areas such as help desk assistance activities, training, GIS/CADD, Web site support, wireless communications, LAN connections, technical hardware/software project support, or data conversion and maintenance. Positions may coordinate and assign work and supervise subordinates.



Distinguishing Characteristics of the Class: 



Positions in this class, under general supervision, provide support in a specialty area requiring a working knowledge of computer software and/or hardware in order to provide problem resolution, training, customer assistance, or technical hardware/software project support in the area of assignment. The class differs from the IT Technician in that the IT Specialist provides a broader scope of specialized support or a narrow scope with greater depth. The class differs from the IT Programmer Analyst class in that the IT Programmer Analyst class uses programming languages to create or modify applications. The IT Specialist is not required to know programming languages.



The work requires a working knowledge of system analysis, and information technology operations, methods, practices and procedures as well as experience in analyzing and working within a multiple software environment. Familiarity with hardware operation concepts and integration and the ability to diagnose hardware/software problems of various computer systems and software applications is also required. Specific guidelines exist in technical and reference manuals and in departmental and City policies and procedures.



Personal contact is with intra- and inter-departmental personnel to provide training, consultation services, technical hardware/software project support and to resolve problems.



Examples of Work: 



· Provides a help desk function by responding to calls from end users regarding software and hardware difficulties for desktop applications, wireless communications and LAN connections. 



· Identifies and analyzes problems to determine cause and provides immediate resolution and instruction to users on computer applications/software. 



· Drafts and updates problem solving procedures and manuals for the help desk or documentation in support of programmers. 



· Coordinates maintenance and repair with systems staff and vendors. 



· Provides software support in GIS and CADD. 



· Acts as Web specialist by creating, editing, maintaining and updating the department’s web pages, contents and links. 



· Serves as technical consultant/trainer to provide one-on-one or classroom assistance in standard software and hardware usage. 



· May lead or supervise. 



· Performs other related duties of a comparable level/type as assigned. 



Work Environment/Physical Demands: 



Most work is performed in an office environment. May be required to be on call nights, holidays, and weekends to respond to emergency situations. as well as department specific remote facilities and field job sites. Physical demands may include lifting, bending and crawling. 



Minimum Qualifications: 



Requires two years technical service experience in the use of computer hardware, software and/or network (voice/data) and one year providing technical support functions or training in an IT environment (or a combination of education, training and/or experience which provides an equivalent background to perform the work of the class).



Licensing and Other Requirements: 



Must possess a valid Washing State Driver's License. May require some travel to remote field locations for specific technical support. 



Comments: 



This description was prepared to indicate the kinds of activities and levels of work difficulty required of positions in this class. It is not intended as a complete list of specific duties and responsibilities. 



Class History: 



Class developed as a result of the Represented Information Technology Program.
Class adopted May 29, 2001; effective January 1, 2000.
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Class Summary:


Positions develop and maintain a department's operating environment and may develop department-specific application(s). Furthermore, positions install, configure and maintain software and hardware in technical environments (both wired and wireless) including but not limited to local and campus LANs and wireless connectivity methodologies. Positions within this class demonstrate expertise in multiple areas or a singular complex function and may supervise lower level subordinates. Support is not limited to local City facilities but may include remote sites and field locations.



Distinguishing Characteristics of the Class:



Positions in this journey level systems analysis class, under general supervision, provide direct services in the development and maintenance of systems that pertain to specific functional areas to meet the need of various City departments. Responsibilities may include, but are not limited to: providing support to communication and/or local area networks; creating and modifying user accounts; installing and configuring hardware and software; enabling local area network connections; maintaining file servers; monitoring network performance; and coordinating maintenance and repair with information systems or vendor staff. This class differs from the IT Programmer Analyst in that IT Programmer Analysts work on projects of a limited scope and may develop project plans and specifications for small projects. The main focus of an IT Systems Analyst is operating environments and not applications development. This class also differs from higher level Information Technology Professional A, B, & C positions in that the latter work on and/or serve as project lead on the more complex departmental and/or citywide technology projects. 



The work requires an understanding and working knowledge of systems analysis techniques including data structure design, system design and development practices, as well as specialized software hardware and data communications skills/techniques in some specialty areas. Guidelines are available in project work plans, technical and reference manuals, system specifications and departmental and City policies and procedures. Positions are responsible for insuring that the system is operational and functionally serves the needs of a department by using the techniques and methods of their specialty to independently determine the most appropriate methods and procedures for carrying out assignments. Contact is primarily with system users, intra-departmental IT staff, inter-departmental employees and vendors to provide technical information or advice, to resolve problems and/or coordinate work activities.



Examples of Work:



· Responsible for one or several areas (maintenance, end-user security, etc.) of a department's operating system, or for department-specific systems. 



· Provide full range of hardware (desktop workstations, notebooks, printers, plotters, scanners, PDAs, peripherals), software and LAN support for smaller department with limited staff. 



· Provide technical consultation, advice, and services in specialty area such as CADD, GIS. 



· Perform multiple functions for larger department with multiple locations and remote sites. Work includes analysis of user system requirements, developing system modifications and enhancement specifications, develop procedures, writing documentation and training materials, notifying users of system problems and arranging security level and access to specific department systems. 



· Analyze and troubleshoot hardware problems. Isolate causes of problems between hardware, software, and application programs in networked and non-networked environments. 



· May be responsible for a portion of hardware deployment and configuration changes/upgrades. 



· Perform backup procedures. 



· Perform new user configurations. 



· Install and maintain wireless data communications networks. 



· May act as a project lead for interdepartmental and/or small portion of a citywide project. 



· Perform other duties of a comparable level/type as required. 



Work Environment/Physical Demands:



Physical demands include lifting, bending and crawling. Work may be performed at City office locations as well as department specific remote facilities and field job sites. May be required to be on call nights, holidays, and weekends to respond to emergency situations and/or performs shift work in a 24X7 environment. May require some travel to remote field locations for department-specific technical support and project management.



Minimum Qualifications:



Requires an Associate Degree in Computer Science or related field and two years of experience in systems software, hardware, system analysis, design, programming or network (voice/data) implementation (or a combination of education, training and/or experience that provides an equivalent background required to perform the work of the class).



Licensing and Other Requirements:



May required to be on call nights, holidays and weekends to respond to emergency situations and /or perform shift work in a 24x7 environment. May require a valid Washington State Driver's License or equivalent mobility.



Comments:



This description was prepared to indicate the kinds of activities and levels of work difficulty required of positions in this class. It is not intended as a complete list of specific duties and responsibilities.



Class History:



Class developed as part of the Represented Information Technology Program.
Class adopted May 29, 2001; effective January 5, 2000.
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Class Summary:
Positions plan, design, develop, maintain, test and document computer programs and custom applications for departments, including writing documentation and users' manuals and training users on new systems. Positions provide expertise to a department in a specialty area, such as GIS, systems software, or department-specific applications. Employees in this class may supervise lower level subordinates. 



Distinguishing Characteristics of the Class: 
Positions in this journey level programming analysis class, under general supervision, provide department specific applications analysis, technical programming in multiple languages, data access/retrieval, quality assurance, and problem solving to support client applications, hardware and software products, and network infrastructure equipment as it pertains to the development and maintenance of applications. The class is a mixture of both systems analysis and programming work. Systems analysis work is performed to identify requirements and produce a design, while programming functions are applied to implement it. Positions provide technical and/or programming services to departments for development and maintenance of systems that pertain to specific functional areas. Positions must use business knowledge/familiarity with specific applications to develop solutions to problems. Incumbents may have sole responsibility for stand-alone applications. This class differs from the Information Technology Specialist by use of programming languages for applications development work, and in comparison to Information Technology Systems Analyst, the IT Programmer Analyst does not install, configure and maintain software and hardware connected to the LAN. This class also differs from higher level Information Technology Professional A, B, & C positions in that the latter work on and/or serve as project lead on the more complex departmental and/or citywide technology projects. IT Programmer Analysts work on projects of a limited scope and may develop project plans and specifications for small projects. The main focus is applications development. 



Work includes analysis, developing, coding, testing, debugging, and documenting programs or parts of programs consistent with programming standards and practices following quality assurance guidelines. The work requires a working knowledge of system design, data modeling and development practices, concepts and methods appropriate to a specialty, such as microcomputer languages and system and application software. Guidelines exist in project work plans, work priorities and systems specifications. Assignments are received in the form of priorities and incumbents organize, prioritize and implement work activities to most efficiently achieve project goal. Contact is primarily with inter-departmental employees and vendors to coordinate work activities and to provide and/or exchange information. 



Examples of Work: 



· Design, develop, implement, and enhance applications and software and/or hardware for new data processing systems or sub-systems. 



· Prepare system design and system technical documents. 



· May develop project proposals and manage small projects to meet the needs of their department. 



· Draft work plans and specifications for applications and systems software projects. 



· Write standards and procedures for use of hardware/software products. 



· Diagnose and solve system problems within a specialty area. 



· Design, develop, test and maintain custom applications. 



· Modify existing applications in a specific software/hardware area, e.g., GIS or department specific application using a variety of programming languages. 



· Develop mapping application; and develop and maintain spatial and geographic data. 



· Evaluate alternative or corrective actions in terms of effect on system behavior and/or utilization of resources; recommend changes to improve system efficiency. 



· Interview users to determine requirements; draft and present proposed designs for software and/or hardware. 



· Assist in the preparation of project estimates, requirements and specifications. 



· Troubleshoot hardware and/or software problems and provide corrective actions. 



· Write documentation for PC/network users to support software application usage, user manuals, and documentation for database program users. 



· Participate in training system users in proper operational use of system. 



· Perform other duties of a comparable level/type as required. 



Work Environment/Physical Demands: 
Work is performed in a City office/computer environment but may include remote sites and field locations e.g., Skagit and Boundary.  May be required to be on call nights, holidays and weekends to respond to emergency situations.



Minimum Qualifications: 
Requires an Associate Degree in Computer Science, Computer Technology or a closely related field and two years of programming experience (or a combination of education, training and/or experience that provides an equivalent background required to perform the work of the class).



Licensing and Other Requirements: 
Washington State Drivers License or evidence of equivalent mobility. May be required to be on call nights, holidays, and weekends to respond to emergency situations and/or performs shift work in a 24X7 environment. May require some travel to remote field locations.



Comments:
This description was prepared to indicate the kinds of activities and levels of work difficulty required of positions in this class. It is not intended as a complete list of specific duties and responsibilities.



Class History:
Class developed as a result of the Represented Information Technology Program.
Class adopted May 29, 2001; effective January 5, 2000.
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CLASS STANDARD 


IT Professional – A  [Infrastructure]     Schematic Number:  2120008
IT Professional – B  [Infrastructure]     Schematic Number:  2120005
IT Professional – C  [Infrastructure]     Schematic Number:  2120004 



Class Series Summary: 


Positions in these classes function as information technology professionals, participating in or overseeing a variety of analytical and programming assignments that provide for the development, enhancement, and maintenance of automated data, voice, or video application programs, application systems, and operating systems software within mainframe, network and client server environments. 



The three classes represent increasingly independent, complex and difficult levels of work assignments.  Information Technology Professional positions are rated using a point factor methodology and are placed in one of three pay zones: C, B, or A, (in ascending order) based on the total points awarded. 



Category:  Infrastructure


There are three categories used to reference the primary technical area of each position.  They are Applications, Infrastructure and Operating Environments.  The Infrastructure area of technical expertise includes network design, router management, switch management and firewall management. 



Distinguishing Characteristics Of The Class Series: 



These are broadband job classes generally encompassing the advanced levels of work.  Positions in these classes, under general to limited supervision, plan and establish standards and specifications for network computer systems, ensure and monitor adherence to standards and specifications; or develop moderately complex to complex computer systems’ applications including the analysis of business, scientific or engineering needs.  The work requires knowledge of systems design and development practices, concepts and methods.  Higher level positions require extensive knowledge and experience of this type. 



These classes are distinguished from other Information Technology classes in that IT Professionals C, B and A work on and/or serve as project leads on the more complex departmental and/or citywide technology projects. 



They are distinguished from Information Technology Systems Analyst in that IT Systems Analysts install, configure and maintain software and hardware connected to a LAN.  The primary focus of IT Systems Analyst is operating environments and not applications development. 



The ability to understand issues that relate aspects of and/or parts of a project to the overall circumstances and needs of the organization is also required.  Guidelines are available in project work plans, in technical and reference manuals, and in departmental and City policies and procedures. 



At the higher levels, guidelines tend to be very general; therefore incumbents must use judgment in determining the most appropriate methods and procedures to complete assignments. 



At the lower levels, projects and assignments are monitored and reviewed to ensure work progress and use of proper procedures.  At the higher levels, the supervisor is kept informed of project progress and unusual problems.  At the highest level, incumbents are expected to clarify and resolve technical and policy issues that arise during the project. 



Contact is primarily with departmental employees, systems and network users, management, vendors and contractors to provide and exchange technical information, to plan and coordinate work activities and to resolve project issues and/or technical problems. 



Any one position may not involve all of the specified point factor elements.  It is the total points awarded that determines the assignment level (C, B, or A).  Positions may have point totals that are a mix of some low, some medium and some high levels.  The pay band assignment for each position is determined by the assigned level of duties and responsibilities as rated using the point factor matrix. 


Point Factor Levels: 



HIGH 


· Lead architect for highly complex systems, networks, intranet, internet and remote communications. 



· Extensive knowledge of network or switch design, protocols for data transmission. 



· Completes complex designs in the absence of clear guidelines or instructions to follow. 



· Expertise with SCADA infrastructure. 



· Planning, installation and management of highly complex network architecture that includes voice, data, video and wireless technologies. 



· Design and implement networks in support of highly complex corporate applications. 



MEDIUM 


· Design and/or project manage voice, data, video and wireless networks of moderate complexity. 



· Ability to integrate new technology in support of projects to develop and implement telephone or data network systems. 



· Technical lead for infrastructure in support of a major department application. 



LOW 


· Independent installation of networks and components. 



· Knowledge of router or switch installation and troubleshooting. 



· Knowledge of telephone systems and specification. 



Work Environment/Physical Demands: 


Work is usually performed in an office environment. 



Minimum Qualifications: 



A position assigned to this series may have specific requirements unique to that position.  Each position is to have a clear statement of the minimum qualifications required to perform the work, which may include specific types of, and/or a combination of, education, training, experience, skill and/or a professional license determined to be necessary to meet the business needs of the employing unit. 



Licensing and Other Requirements: 



May be required to work irregular hours, holidays and weekends to respond to emergency situations.  This may require being on call 24 hours a day, seven days a week. 



Comments: 



This classification standard is intended to indicate the kinds of activities, levels of work difficulty and point factor levels for positions in these classes.  It is not intended as a list of duties and responsibilities. 



Class History: 



Class adopted January 5, 2000.
Classification Standard adopted November 5, 2002.
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CLASS STANDARD 


IT Professional – A  [Applications]      Schematic Number:  2110008 



IT Professional – B  [Applications]      Schematic Number:  2110005 



IT Professional – C  [Applications]      Schematic Number:  2110004 


Class Series Summary: 



Positions in these classes function as information technology professionals, participating in or overseeing a variety of analytical and programming assignments that provide for the development, enhancement, and maintenance of automated data, voice, or video application programs, application systems, and operating systems software within mainframe, network and client server environments.  



These classes represent increasingly independent, complex and difficult levels of work assignments.  Information Technology Professional positions are rated using a point factor methodology and are placed in one of three pay zones: C, B, or A, (in ascending order) based on the total points awarded. 



Category:  Applications


There are three categories used to reference the primary technical area of each position.  They are Applications, Infrastructure and Operating Environments.  The Applications area of technical expertise includes applications development, data administration, data architecture, programming, web development, geographic information systems (GIS), computer-aided drafting and design, supervisory control, data acquisition and quality assurance. 



Distinguishing Characteristics Of The Class Series:


These are broadband job classes generally encompassing the advanced levels of work.  Positions in these classes, under general to limited supervision, plan and establish standards and specifications for network computer systems, ensure and monitor adherence to standards and specifications; or develop moderately complex to complex computer systems’ applications including the analysis of business, scientific or engineering needs.  The work requires knowledge of systems design and development practices, concepts and methods.  Higher level positions require extensive knowledge and experience of this type. 



These classes are distinguished from other Information Technology classes in that IT Professionals C, B and A work on and/or serve as project leads on the more complex departmental and/or citywide technology projects. 



They are distinguished from Information Technology Programmer Analyst in that IT Programmer Analysts work on projects of a limited scope and may develop project plans and specifications for small projects.  They are distinguished from IT Systems Analyst in that IT Systems Analyst install, configure and maintain software and hardware connected to a LAN.  The primary focus of IT Systems Analyst is operating environments and not applications development. 



The ability to understand issues that relate aspects of and/or parts of a project to the overall circumstances and needs of the organization is also required.  Guidelines are available in project work plans, in technical and reference manuals, 



and in departmental and City policies and procedures.  At the higher levels, guidelines tend to be very general; therefore incumbents must use judgment in determining the most appropriate methods and procedures to complete assignments.  



At the lower levels, projects and assignments are monitored and reviewed to ensure work progress and use of proper procedures.  At the higher levels, the supervisor is kept informed of project progress and unusual problems.  At the highest level, incumbents are expected to clarify and resolve technical and policy issues that arise during the project.  



Contact is primarily with departmental employees, systems and network users, management, vendors and contractors to provide and exchange technical information, to plan and coordinate work activities and to resolve project issues and/or technical problems. 



Any one position may not involve all of the specified point factor elements.  It is the total points awarded that determines the assignment level (C, B, or A).  Positions may have point totals that are a mix of some low, some medium and some high levels.  The pay band assignment for each position is determined by the assigned level of duties and responsibilities as rated using the point factor matrix. 


Point Factor Levels:


HIGH 


· Technical lead of application development for very complex systems. 



· Data architect for Citywide of highly complex corporate (City or large department) data systems. 



· Enterprise lead for WEB based systems. 



· Technical knowledge of programming languages, environments and large scale relational databases, and application to complex system problems. 



· Expertise with control systems for real-time operations. 



· Technical knowledge of project lifecycle stages, testing tools. 



· Integration, regression unit testing standards and practice. 



MEDIUM 


· Technical lead for project management of moderately complex applications. 



· Database administration for complex systems. 



· Business analysis for complex system or applications. 



· Date modeling for systems of moderate complexity. 



· Uses a variety of WEB tools to manage environment. 



· Technical knowledge of programming languages, environments and relational data bases (RDBM), GIS and CADD. 



LOW 


· Work is more routine, involving projects with lower scope, criticality or complexity. 



· Business applications for moderately complex systems or applications. 



· Use of tools that require specific knowledge, but maybe support newer technologies (WEB, RDBM). 



· Technical knowledge of programming languages, environments or RDBMs. 



Work Environment/Physical Demands: 


Work is usually performed in an office environment. 



Minimum Qualifications: 



A position assigned to this series may have specific requirements unique to that position.  Each position is to have a clear statement of the minimum qualifications required to perform the work, which may include specific types of, and/or a combination of, education, training, experience, skill and/or a professional license determined to be necessary to meet the business needs of the employing unit. 



Licensing and Other Requirements: 



May be required to work irregular hours, holidays and weekends to respond to emergency situations.  This may require being on call 24 hours a day, seven days a week. 



Comments: 


This classification standard is intended to reference the kinds of activities, levels of work difficulty and point factor levels for positions in these classes.  It is not intended as a list of duties and responsibilities. 



Class History: 


Class adopted January 5, 2000.
Classification Standard adopted November 5, 2002. 
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CLASS STANDARD 


IT Professional – A  [Infrastructure]     Schematic Number:  2120008
IT Professional – B  [Infrastructure]     Schematic Number:  2120005
IT Professional – C  [Infrastructure]     Schematic Number:  2120004 


Class Series Summary: 


Positions in these classes function as information technology professionals, participating in or overseeing a variety of analytical and programming assignments that provide for the development, enhancement, and maintenance of automated data, voice, or video application programs, application systems, and operating systems software within mainframe, network and client server environments. 



The three classes represent increasingly independent, complex and difficult levels of work assignments.  Information Technology Professional positions are rated using a point factor methodology and are placed in one of three pay zones: C, B, or A, (in ascending order) based on the total points awarded. 



Category:  Infrastructure


There are three categories used to reference the primary technical area of each position.  They are Applications, Infrastructure and Operating Environments.  The Infrastructure area of technical expertise includes network design, router management, switch management and firewall management. 



Distinguishing Characteristics Of The Class Series: 



These are broadband job classes generally encompassing the advanced levels of work.  Positions in these classes, under general to limited supervision, plan and establish standards and specifications for network computer systems, ensure and monitor adherence to standards and specifications; or develop moderately complex to complex computer systems’ applications including the analysis of business, scientific or engineering needs.  The work requires knowledge of systems design and development practices, concepts and methods.  Higher level positions require extensive knowledge and experience of this type. 



These classes are distinguished from other Information Technology classes in that IT Professionals C, B and A work on and/or serve as project leads on the more complex departmental and/or citywide technology projects. 



They are distinguished from Information Technology Systems Analyst in that IT Systems Analysts install, configure and maintain software and hardware connected to a LAN.  The primary focus of IT Systems Analyst is operating environments and not applications development. 



The ability to understand issues that relate aspects of and/or parts of a project to the overall circumstances and needs of the organization is also required.  Guidelines are available in project work plans, in technical and reference manuals, and in departmental and City policies and procedures. 



At the higher levels, guidelines tend to be very general; therefore incumbents must use judgment in determining the most appropriate methods and procedures to complete assignments. 



At the lower levels, projects and assignments are monitored and reviewed to ensure work progress and use of proper procedures.  At the higher levels, the supervisor is kept informed of project progress and unusual problems.  At the highest level, incumbents are expected to clarify and resolve technical and policy issues that arise during the project. 



Contact is primarily with departmental employees, systems and network users, management, vendors and contractors to provide and exchange technical information, to plan and coordinate work activities and to resolve project issues and/or technical problems. 



Any one position may not involve all of the specified point factor elements.  It is the total points awarded that determines the assignment level (C, B, or A).  Positions may have point totals that are a mix of some low, some medium and some high levels.  The pay band assignment for each position is determined by the assigned level of duties and responsibilities as rated using the point factor matrix. 


Point Factor Levels: 



HIGH 


· Lead architect for highly complex systems, networks, intranet, internet and remote communications. 



· Extensive knowledge of network or switch design, protocols for data transmission. 



· Completes complex designs in the absence of clear guidelines or instructions to follow. 



· Expertise with SCADA infrastructure. 



· Planning, installation and management of highly complex network architecture that includes voice, data, video and wireless technologies. 



· Design and implement networks in support of highly complex corporate applications. 



MEDIUM 


· Design and/or project manage voice, data, video and wireless networks of moderate complexity. 



· Ability to integrate new technology in support of projects to develop and implement telephone or data network systems. 



· Technical lead for infrastructure in support of a major department application. 



LOW 


· Independent installation of networks and components. 



· Knowledge of router or switch installation and troubleshooting. 



· Knowledge of telephone systems and specification. 



Work Environment/Physical Demands: 


Work is usually performed in an office environment. 



Minimum Qualifications: 



A position assigned to this series may have specific requirements unique to that position.  Each position is to have a clear statement of the minimum qualifications required to perform the work, which may include specific types of, and/or a combination of, education, training, experience, skill and/or a professional license determined to be necessary to meet the business needs of the employing unit. 



Licensing and Other Requirements: 



May be required to work irregular hours, holidays and weekends to respond to emergency situations.  This may require being on call 24 hours a day, seven days a week. 



Comments: 



This classification standard is intended to indicate the kinds of activities, levels of work difficulty and point factor levels for positions in these classes.  It is not intended as a list of duties and responsibilities. 



Class History: 



Class adopted January 5, 2000.
Classification Standard adopted November 5, 2002.
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CLASS STANDARD 


IT Professional – A  [Operating Environments]     Schematic Number:  2130008
IT Professional – B  [Operating Environments]     Schematic Number:  2130005
IT Professional – C  [Operating Environments]     Schematic Number:  2130004



Class Series Summary: 



Positions in these classes function as information technology professionals, participating in or overseeing a variety of analytical and programming assignments that provide for the development, enhancement, and maintenance of automated data, voice, or video application programs, application systems, and operating systems software within mainframe, network and client server environments. 



The three classes represent increasingly independent, complex and difficult levels of work assignments.  Information Technology Professional positions are rated using a point factor methodology and are placed in one of three pay zones: C, B, or A, (in ascending order) based on the total points awarded. 



Category:  Operating Environments 


There are three categories used to reference the primary technical area of each position.  They are Applications, Infrastructure and Operating Environments.  The Operating Environment area of technical expertise includes desktop management, LAN management, enterprise server management, WEB server management, GIS/CADD server and workstation management. 



Distinguishing Characteristics of The Class Series: 



These are broadband job classes generally encompassing the advanced levels of work.  Positions in these classes, under general to limited supervision, plan and establish standards and specifications for network computer systems; ensure and monitor adherence to standards and specifications; or develop moderately complex to complex computer systems’ applications including the analysis of business, scientific or engineering needs.  The work requires knowledge of systems design and development practices, concepts and methods.  Higher level positions require extensive knowledge and experience of this type. 



These classes are distinguished from other Information Technology classes in that IT Professionals C, B and A work on and/or serve as project leads on the more complex departmental and/or citywide technology projects. 



They are distinguished from Information Technology Systems Analyst in that IT Systems Analyst install, configure and maintain software and hardware connected to a LAN.  The primary focus of IT Systems Analyst is operating environments and not applications development. 



The ability to understand issues that relate aspects of and/or parts of a project to the overall circumstances and needs of the organization is also required.  Guidelines are available in project work plans, in technical and reference manuals, and in departmental and City policies and procedures. 



At the higher levels, guidelines tend to be very general; therefore incumbents must use judgment in determining the most appropriate methods and procedures to complete assignments. 



At the lower levels, projects and assignments are monitored and reviewed to ensure work progress and use of proper procedures.  At the higher levels, the supervisor is kept informed of project progress and unusual problems.  At the highest level, incumbents are expected to clarify and resolve technical and policy issues that arise during the project. 



Contact is primarily with departmental employees, systems and network users, management, vendors and contractors to provide and exchange technical information, to plan and coordinate work activities and to resolve project issues and/or technical problems. 



Any one position may not involve all of the specified point factor elements.  It is the total points awarded that determines the assignment level (C, B, or A).  Positions may have point totals that are a mix of some low, some medium and some high levels.  The pay band assignment for each position is determined by the assigned level of duties and responsibilities as rated using the point factor matrix. 


Point Factor Levels: 



HIGH 


· Design and develop complex enterprise server systems. 



· Overall responsibility for operating systems and system programming for enterprise systems. 



· Enterprise lead for LAN management and implementation of enterprise distributed Directory Structure. 



· Enterprise WEB architect for transaction processing systems. 



· Highly proficient expertise in at least one large scale operating environment, such as SP2, Unix, NT, WIN 95, Novell or mainframe. 



· Overall responsibility for large LAN/user support environment. 



· Expertise with GIS/CADD and survey technology, including Global Positioning Systems (GPS). 



MEDIUM 


· Project management to install LANs and servers of moderate complexity. 



· Operations lead for support functions for enterprise server systems. 



· System programming for complex mid-frame or mainframe server environments. 



· Specialized skill in one or more enterprise operating environments. 



· Expertise with GIS/CADD/GPS. 



LOW 


· Technical knowledge to support desktop or server operating systems through routine tasks and installations. 



· Troubleshooting and maintenance of desktop and LAN systems. 



· Operations management responsibility for systems services related to servers. 



Work Environment/Physical Demands: 



Work is usually performed in an office environment. 



Minimum Qualifications: 



A position assigned to this series may have specific requirements unique to that position.  Each position is to have a clear statement of the minimum qualifications required to perform the work, which may include specific types of, and/or a combination of, education, training, experience, skill and/or a professional license determined to be necessary to meet the business needs of the employing unit. 



Licensing and Other Requirements: 



May be required to work irregular hours, holidays and weekends to respond to emergency situations.  This may require being on call 24 hours a day, seven days a week. 



Comments: 



This classification standard is intended to indicate the kinds of activities, levels of work difficulty and point factor levels for positions in these classes.  It is not intended as a list of duties and responsibilities. 



Class History: 



Class adopted January 5, 2000.
Classification Standard adopted November 5, 2002. 
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CLASS STANDARD 


IT Professional – A  [Operating Environments]     Schematic Number:  2130008
IT Professional – B  [Operating Environments]     Schematic Number:  2130005
IT Professional – C  [Operating Environments]     Schematic Number:  2130004



Class Series Summary: 



Positions in these classes function as information technology professionals, participating in or overseeing a variety of analytical and programming assignments that provide for the development, enhancement, and maintenance of automated data, voice, or video application programs, application systems, and operating systems software within mainframe, network and client server environments. 



The three classes represent increasingly independent, complex and difficult levels of work assignments.  Information Technology Professional positions are rated using a point factor methodology and are placed in one of three pay zones: C, B, or A, (in ascending order) based on the total points awarded. 



Category:  Operating Environments 


There are three categories used to reference the primary technical area of each position.  They are Applications, Infrastructure and Operating Environments.  The Operating Environment area of technical expertise includes desktop management, LAN management, enterprise server management, WEB server management, GIS/CADD server and workstation management. 



Distinguishing Characteristics of The Class Series: 



These are broadband job classes generally encompassing the advanced levels of work.  Positions in these classes, under general to limited supervision, plan and establish standards and specifications for network computer systems; ensure and monitor adherence to standards and specifications; or develop moderately complex to complex computer systems’ applications including the analysis of business, scientific or engineering needs.  The work requires knowledge of systems design and development practices, concepts and methods.  Higher level positions require extensive knowledge and experience of this type. 



These classes are distinguished from other Information Technology classes in that IT Professionals C, B and A work on and/or serve as project leads on the more complex departmental and/or citywide technology projects. 



They are distinguished from Information Technology Systems Analyst in that IT Systems Analyst install, configure and maintain software and hardware connected to a LAN.  The primary focus of IT Systems Analyst is operating environments and not applications development. 



The ability to understand issues that relate aspects of and/or parts of a project to the overall circumstances and needs of the organization is also required.  Guidelines are available in project work plans, in technical and reference manuals, and in departmental and City policies and procedures. 



At the higher levels, guidelines tend to be very general; therefore incumbents must use judgment in determining the most appropriate methods and procedures to complete assignments. 



At the lower levels, projects and assignments are monitored and reviewed to ensure work progress and use of proper procedures.  At the higher levels, the supervisor is kept informed of project progress and unusual problems.  At the highest level, incumbents are expected to clarify and resolve technical and policy issues that arise during the project. 



Contact is primarily with departmental employees, systems and network users, management, vendors and contractors to provide and exchange technical information, to plan and coordinate work activities and to resolve project issues and/or technical problems. 



Any one position may not involve all of the specified point factor elements.  It is the total points awarded that determines the assignment level (C, B, or A).  Positions may have point totals that are a mix of some low, some medium and some high levels.  The pay band assignment for each position is determined by the assigned level of duties and responsibilities as rated using the point factor matrix. 


Point Factor Levels: 



HIGH 


· Design and develop complex enterprise server systems. 



· Overall responsibility for operating systems and system programming for enterprise systems. 



· Enterprise lead for LAN management and implementation of enterprise distributed Directory Structure. 



· Enterprise WEB architect for transaction processing systems. 



· Highly proficient expertise in at least one large scale operating environment, such as SP2, Unix, NT, WIN 95, Novell or mainframe. 



· Overall responsibility for large LAN/user support environment. 



· Expertise with GIS/CADD and survey technology, including Global Positioning Systems (GPS). 



MEDIUM 


· Project management to install LANs and servers of moderate complexity. 



· Operations lead for support functions for enterprise server systems. 



· System programming for complex mid-frame or mainframe server environments. 



· Specialized skill in one or more enterprise operating environments. 



· Expertise with GIS/CADD/GPS. 



LOW 


· Technical knowledge to support desktop or server operating systems through routine tasks and installations. 



· Troubleshooting and maintenance of desktop and LAN systems. 



· Operations management responsibility for systems services related to servers. 



Work Environment/Physical Demands: 



Work is usually performed in an office environment. 



Minimum Qualifications: 



A position assigned to this series may have specific requirements unique to that position.  Each position is to have a clear statement of the minimum qualifications required to perform the work, which may include specific types of, and/or a combination of, education, training, experience, skill and/or a professional license determined to be necessary to meet the business needs of the employing unit. 



Licensing and Other Requirements: 



May be required to work irregular hours, holidays and weekends to respond to emergency situations.  This may require being on call 24 hours a day, seven days a week. 



Comments: 



This classification standard is intended to indicate the kinds of activities, levels of work difficulty and point factor levels for positions in these classes.  It is not intended as a list of duties and responsibilities. 



Class History: 



Class adopted January 5, 2000.
Classification Standard adopted November 5, 2002. 
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CLASS STANDARD 


IT Professional – A  [Applications]      Schematic Number:  2110008 



IT Professional – B  [Applications]      Schematic Number:  2110005 


IT Professional – C  [Applications]      Schematic Number:  2110004 



Class Series Summary: 



Positions in these classes function as information technology professionals, participating in or overseeing a variety of analytical and programming assignments that provide for the development, enhancement, and maintenance of automated data, voice, or video application programs, application systems, and operating systems software within mainframe, network and client server environments.  



These classes represent increasingly independent, complex and difficult levels of work assignments.  Information Technology Professional positions are rated using a point factor methodology and are placed in one of three pay zones: C, B, or A, (in ascending order) based on the total points awarded. 



Category:  Applications


There are three categories used to reference the primary technical area of each position.  They are Applications, Infrastructure and Operating Environments.  The Applications area of technical expertise includes applications development, data administration, data architecture, programming, web development, geographic information systems (GIS), computer-aided drafting and design, supervisory control, data acquisition and quality assurance. 



Distinguishing Characteristics Of The Class Series:


These are broadband job classes generally encompassing the advanced levels of work.  Positions in these classes, under general to limited supervision, plan and establish standards and specifications for network computer systems, ensure and monitor adherence to standards and specifications; or develop moderately complex to complex computer systems’ applications including the analysis of business, scientific or engineering needs.  The work requires knowledge of systems design and development practices, concepts and methods.  Higher level positions require extensive knowledge and experience of this type. 



These classes are distinguished from other Information Technology classes in that IT Professionals C, B and A work on and/or serve as project leads on the more complex departmental and/or citywide technology projects. 



They are distinguished from Information Technology Programmer Analyst in that IT Programmer Analysts work on projects of a limited scope and may develop project plans and specifications for small projects.  They are distinguished from IT Systems Analyst in that IT Systems Analyst install, configure and maintain software and hardware connected to a LAN.  The primary focus of IT Systems Analyst is operating environments and not applications development. 



The ability to understand issues that relate aspects of and/or parts of a project to the overall circumstances and needs of the organization is also required.  Guidelines are available in project work plans, in technical and reference manuals, 



and in departmental and City policies and procedures.  At the higher levels, guidelines tend to be very general; therefore incumbents must use judgment in determining the most appropriate methods and procedures to complete assignments.  



At the lower levels, projects and assignments are monitored and reviewed to ensure work progress and use of proper procedures.  At the higher levels, the supervisor is kept informed of project progress and unusual problems.  At the highest level, incumbents are expected to clarify and resolve technical and policy issues that arise during the project.  



Contact is primarily with departmental employees, systems and network users, management, vendors and contractors to provide and exchange technical information, to plan and coordinate work activities and to resolve project issues and/or technical problems. 



Any one position may not involve all of the specified point factor elements.  It is the total points awarded that determines the assignment level (C, B, or A).  Positions may have point totals that are a mix of some low, some medium and some high levels.  The pay band assignment for each position is determined by the assigned level of duties and responsibilities as rated using the point factor matrix. 


Point Factor Levels:


HIGH 


· Technical lead of application development for very complex systems. 



· Data architect for Citywide of highly complex corporate (City or large department) data systems. 



· Enterprise lead for WEB based systems. 



· Technical knowledge of programming languages, environments and large scale relational databases, and application to complex system problems. 



· Expertise with control systems for real-time operations. 



· Technical knowledge of project lifecycle stages, testing tools. 



· Integration, regression unit testing standards and practice. 



MEDIUM 


· Technical lead for project management of moderately complex applications. 



· Database administration for complex systems. 



· Business analysis for complex system or applications. 



· Date modeling for systems of moderate complexity. 



· Uses a variety of WEB tools to manage environment. 



· Technical knowledge of programming languages, environments and relational data bases (RDBM), GIS and CADD. 



LOW 


· Work is more routine, involving projects with lower scope, criticality or complexity. 



· Business applications for moderately complex systems or applications. 



· Use of tools that require specific knowledge, but maybe support newer technologies (WEB, RDBM). 



· Technical knowledge of programming languages, environments or RDBMs. 



Work Environment/Physical Demands: 


Work is usually performed in an office environment. 



Minimum Qualifications: 



A position assigned to this series may have specific requirements unique to that position.  Each position is to have a clear statement of the minimum qualifications required to perform the work, which may include specific types of, and/or a combination of, education, training, experience, skill and/or a professional license determined to be necessary to meet the business needs of the employing unit. 



Licensing and Other Requirements: 



May be required to work irregular hours, holidays and weekends to respond to emergency situations.  This may require being on call 24 hours a day, seven days a week. 



Comments: 


This classification standard is intended to reference the kinds of activities, levels of work difficulty and point factor levels for positions in these classes.  It is not intended as a list of duties and responsibilities. 



Class History: 


Class adopted January 5, 2000.
Classification Standard adopted November 5, 2002. 
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CLASS STANDARD 


IT Professional – A  [Infrastructure]     Schematic Number:  2120008
IT Professional – B  [Infrastructure]     Schematic Number:  2120005
IT Professional – C  [Infrastructure]     Schematic Number:  2120004 



Class Series Summary: 


Positions in these classes function as information technology professionals, participating in or overseeing a variety of analytical and programming assignments that provide for the development, enhancement, and maintenance of automated data, voice, or video application programs, application systems, and operating systems software within mainframe, network and client server environments. 



The three classes represent increasingly independent, complex and difficult levels of work assignments.  Information Technology Professional positions are rated using a point factor methodology and are placed in one of three pay zones: C, B, or A, (in ascending order) based on the total points awarded. 



Category:  Infrastructure


There are three categories used to reference the primary technical area of each position.  They are Applications, Infrastructure and Operating Environments.  The Infrastructure area of technical expertise includes network design, router management, switch management and firewall management. 



Distinguishing Characteristics Of The Class Series: 



These are broadband job classes generally encompassing the advanced levels of work.  Positions in these classes, under general to limited supervision, plan and establish standards and specifications for network computer systems, ensure and monitor adherence to standards and specifications; or develop moderately complex to complex computer systems’ applications including the analysis of business, scientific or engineering needs.  The work requires knowledge of systems design and development practices, concepts and methods.  Higher level positions require extensive knowledge and experience of this type. 



These classes are distinguished from other Information Technology classes in that IT Professionals C, B and A work on and/or serve as project leads on the more complex departmental and/or citywide technology projects. 



They are distinguished from Information Technology Systems Analyst in that IT Systems Analysts install, configure and maintain software and hardware connected to a LAN.  The primary focus of IT Systems Analyst is operating environments and not applications development. 



The ability to understand issues that relate aspects of and/or parts of a project to the overall circumstances and needs of the organization is also required.  Guidelines are available in project work plans, in technical and reference manuals, and in departmental and City policies and procedures. 



At the higher levels, guidelines tend to be very general; therefore incumbents must use judgment in determining the most appropriate methods and procedures to complete assignments. 



At the lower levels, projects and assignments are monitored and reviewed to ensure work progress and use of proper procedures.  At the higher levels, the supervisor is kept informed of project progress and unusual problems.  At the highest level, incumbents are expected to clarify and resolve technical and policy issues that arise during the project. 



Contact is primarily with departmental employees, systems and network users, management, vendors and contractors to provide and exchange technical information, to plan and coordinate work activities and to resolve project issues and/or technical problems. 



Any one position may not involve all of the specified point factor elements.  It is the total points awarded that determines the assignment level (C, B, or A).  Positions may have point totals that are a mix of some low, some medium and some high levels.  The pay band assignment for each position is determined by the assigned level of duties and responsibilities as rated using the point factor matrix. 


Point Factor Levels: 



HIGH 


· Lead architect for highly complex systems, networks, intranet, internet and remote communications. 



· Extensive knowledge of network or switch design, protocols for data transmission. 



· Completes complex designs in the absence of clear guidelines or instructions to follow. 



· Expertise with SCADA infrastructure. 



· Planning, installation and management of highly complex network architecture that includes voice, data, video and wireless technologies. 



· Design and implement networks in support of highly complex corporate applications. 



MEDIUM 


· Design and/or project manage voice, data, video and wireless networks of moderate complexity. 



· Ability to integrate new technology in support of projects to develop and implement telephone or data network systems. 



· Technical lead for infrastructure in support of a major department application. 



LOW 


· Independent installation of networks and components. 



· Knowledge of router or switch installation and troubleshooting. 



· Knowledge of telephone systems and specification. 



Work Environment/Physical Demands: 


Work is usually performed in an office environment. 



Minimum Qualifications: 



A position assigned to this series may have specific requirements unique to that position.  Each position is to have a clear statement of the minimum qualifications required to perform the work, which may include specific types of, and/or a combination of, education, training, experience, skill and/or a professional license determined to be necessary to meet the business needs of the employing unit. 



Licensing and Other Requirements: 



May be required to work irregular hours, holidays and weekends to respond to emergency situations.  This may require being on call 24 hours a day, seven days a week. 



Comments: 



This classification standard is intended to indicate the kinds of activities, levels of work difficulty and point factor levels for positions in these classes.  It is not intended as a list of duties and responsibilities. 



Class History: 



Class adopted January 5, 2000.
Classification Standard adopted November 5, 2002.
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Job Class Specification for:
COMPUTER OPERATOR, SENIOR


Class Specification Schematic Number: 4101004







Class Summary: 


The positions in this class, under general supervision, perform a broad range of technical work in the operation of large scale, multi-programmed computer systems, including operating computers and equipment in the daily processing of application programs; monitoring the functioning of the systems, programs and equipment; diagnosing and resolving program and equipment malfunctions. 



Distinguishing Characteristics of the Class: 



This is the fully qualified technician class in the Computer Operator series. This class performs a variety of computer operations activities on large scale computer systems with little or no supervision. The ability to work independently and perform the full range of duties distinguishes this class from the Computer Operator class and differs from the Lead Computer Operator in that the Lead Computer Operator has leadworker responsibilities, overseeing the activities of staff. 



The work requires knowledge of data processing functions, computer operating systems and equipment and positions must be able to operate complex computer equipment and systems. Positions in this class assist in providing basic instruction and guidance to other employees. Systems manuals, technical documents, department procedures and instructions are available to perform the work and judgment is required to select the appropriate procedures in carrying out assignments. Most work is performed independently and only special tasks are reviewed by the supervisor. Positions resolve most problems and only unusual problems, such as production delays are referred to the supervisor. 



Personal contacts are with system users to discuss status of jobs, with systems analysts and technicians to resolve problems and with support staff to coordinate work.



Examples of Work: 



· Operates computer and peripheral equipment to process production application jobs, performs backups, stages and runs applications programs. 



· Instructs or provides training to support staff in job tasks. 



· Answers questions from users regarding status of jobs or operational problems. Assists users in resolving terminal and printer problems. 



· Monitors and maintains visual inspection of operator's console and message responses, monitors hardware/software operating errors. Refers problems to systems analyst or supervisor. 



· Operates laser printers and line printers as well as other peripheral equipment. 



· Maintains equipment, performing minor repairs and cleaning equipment to ensure proper equipment performance. 



· Completes daily and weekly system performance reports, logging production runs, problems, or incidents that occurred to system or equipment. 



· Takes necessary corrective actions to restart, run or resolve program failures. 



· Performs other related duties as assigned. 



Work Environment/Physical Demands: 



Work schedule involves working permanent shifts (day, evening, swing) and working weekends and holidays. Required to stand, walk, or bend for extended periods of time. May lift objects weighing up to 50 pounds.



Minimum Qualifications: 



Requires one year of experience in operating computer equipment, including peripheral equipment in a large-scale computer environment (or a combination of education and/or training and/or experience which provides an equivalent background required to perform the work of the class). 



Licensing and Other Requirements: 



None.



Comments: 



This description was prepared to indicate the kinds of activities and levels of work difficulty required of positions in this class. It is not intended as a complete list of specific duties and responsibilities.



Class History: 



Class adopted January 2, 1991.
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Class Summary:


Positions in this class perform a variety of Information Technology related technical support functions of a wide scope and complexity in areas such as computer operations, data center production, telecommunications, wireless equipment and computer customer assistance. Positions at this level may supervise or act as lead, coordinate and assign work, and train subordinate staff.



Distinguishing Characteristics of the Class:



This is the second level in the IT Technician series which, under general supervision, provides computer support functions requiring technical expertise in assigned areas in order to make decisions, solve problems, and direct other staff. This class is distinguished from the IT Technician Support in that the IT Tech Support performs both administrative and technical functions, has limited decision-making responsibility, and requires guidance from other staff to solve all but the most routine problems. It is distinguished from the IT Specialist in that the IT Specialist provides more advanced, direct customer support in a specialty area.



The work of this class requires expertise in the areas of data processing functions and computer system operations, and/or experience in operating a variety of personal computers and equipment. The ability to make judgments related to problem solving and decision-making in the areas of assigned responsibility are also required.



Guidelines exist in the form of established procedures, program instructions and technical manuals. The work involves making judgments in order to document, identify, and solve operational questions and problems. Only the more complex problems encountered in the daily work are referred to other staff.



Positions have contact with systems users and departmental and management staff to provide and exchange technical information, resolve problems, provide training and coordinate work activities.



Examples of Work:



· Responds to routine user problems; troubleshoots and independently resolves most problems and repairs. Refers complex problems to appropriate personnel for additional help. 



· Supervises or acts as lead to subordinate staff; assigns work and coordinates work activities. 



· Stages production runs, monitors job processing, maintains production schedules and independently restarts/reruns production applications. 



· Uses standard software methods to set up databases, Web pages, and other applications; 



· Creates queries involving multiple databases; creates forms and reports for entering and retrieving data. 



· Performs routine "plug and play" installations of computers, printers, and associated hardware and software. 



· Provides instruction to users on equipment operation and general software use. 



· Performs other related duties of a comparable level/type as assigned. 



Work Environment/Physical Demands:



Work is performed in a City office/computer environment. May be required to work rotating shifts, nights, weekends and holidays. May be required to stand, walk or bend for extended periods of time.



Minimum Qualifications:



Requires two years of technical training or two years experience comparable to two years as an IT Tech Support or in the operation of a variety of computers and related equipment in a computer environment (other combinations of training and/or experience will be evaluated on an individual basis for comparability).



Licensing and Other Requirements:



None.



Comments:



This description was prepared to indicate the kinds of activities and levels of work difficulty required of positions in this class. It is not intended as a complete list of specific duties and responsibilities.



Class History:



Class developed as a result of the Represented Information Technology Program.
Class adopted May 29, 2001; effective January 5, 2000.
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Class Summary: 


The positions in this class, under continuing supervision, perform a variety of routine computer operation functions on large-scale, multi-programmed computer systems, including: operating tape drives, disk drives, printers and terminal servers; running and monitoring various programs and responding to console messages; backing up data on all systems and solving minor machine problems.



Distinguishing Characteristics of the Class: 



This is the entry-level technician class in the Computer Operator series. Positions in this class have the necessary training or background to perform the work of the class but need additional training to become fully qualified to operate the department's various computer systems, utilizing various operating systems and equipment. This class differs from the Senior Computer Operator class in that positions in this class require additional training to become fully qualified to operate the various equipment and systems, while the Senior Computer Operator performs a broad range of computer operations activities on large scale multi-programmed computer systems.



Employees in this class must have familiarity with data processing functions and computer system operations. Established procedures and technical manuals are available for performing daily work and other staff are available to provide guidance on problems not covered by standard procedures. Work is reviewed for conformance to standard procedures and guidelines. 



Contacts are generally with section personnel to coordinate work activities and with users to respond to questions on status of jobs and to resolve terminal and printer problems.



Examples of Work: 



· Operates computer and peripheral equipment to produce reports or output, running computer software and monitors job flow from computer consoles. 



· Assists users in resolving terminal or printer problems. 



· Cleans computer and peripheral equipment. 



· Loads and unloads magnetic tapes and disk packs. Prints and distributes output listings. 



· Performs backup operations, copying data to various storage mediums to prevent loss of data. 



· Completes daily work activities report using an internal software package. 



· Performs other related duties as assigned. 



Work Environment/Physical Demands:


Work schedule involves working permanent shifts (day, evening, graveyard) and holidays and weekends.  Required to stand, walk, or bend for extended periods of time.   May lift objects generally weighing up to 50 pounds.


Minimum Qualifications: 



Requires six months of experience in operating computer equipment including peripheral equipment in a large scale computer environment (or a combination of education and/or training and/or experience which provides an equivalent background required to perform the work of the class).



Licensing and Other Requirements: 



None.



Comments: 



This description was prepared to indicate the kinds of activities and levels of work difficulty required of positions in this class. It is not intended as a complete list of specific duties and responsibilities.



Class History: 



Class adopted January 2, 1991.
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RFP 2599 IT Recruitment Proposal Response 






1.) Describe your company, basic experience, history and philosophy, organization, and structure.


2.) Describe all the categories of worker assignments that your firm supports, especially including Information Technology, but also including any other categories such as Financial, Accountant, Project Managers, etc.  Describe any organizational, functional or process differences between such job categories that the City would need to be aware of, if any.


3.) Provide a thorough description of your experience as an IT recruitment firm. Describe your firms approach to sourcing the marketplace for highly qualified candidates. 


4.) Describe the process you propose for recruitment of candidates that will be referred to the City.  Identify what tasks are mandatory parts of your recruitment service, and which tasks can be performed based on the specific options and needs of the City department that seeks candidates.  Please specify:


· Your proposed processes to receive a recruitment request from the City.  Describe any standard form, on-line process, or questionnaire that the City would fill out;


· Any options the City could elect if they wish assistance in defining skill sets for a position; 


· Your process for identifying and attracting a qualified applicant pool, for those categories of work that you intend to provide recruitment for. Provide a discussion about any options that you would provide the City for wider or more limited searches; 


· Provide a sample application that would be distributed to a job seeker;


· What techniques or strategies you employ to screen applicants.  What processes you employ to insure referred candidates meet minimum job requirements;


· Describe as an optional service only, those service offered by your firm to assist in evaluation of candidates for hire, short listing of candidates or administratively organize interviews;


5.) Describe your firm experience in providing recruitment services for public sector clients and major corporate clients.


6.)   Describe your experience and expertise in the local community, and if a local firm, some of the unique characteristics that your firm brings.


7.) Describe how your firm could assist the City of Seattle in the event that there was a local disaster or emergency, to find candidates for a wide range of needs.  


8.) Describe how you could recruit City of Seattle workers who may wish to be considered as a candidate for either temporary or regular placement with the City or other companies.  


9.) Describe how you would recruit a diverse applicant pool including women and minorities to the opportunities.  Also, attach any metrics that show your success and effectiveness at such efforts.   






