
 

 

 
 
 
Job Code: 
 
Job Title:  I
 
Pay Grade
 
 
GENERA
The purpos
application
by analyzin
 
RESPON
 
SYSTEM A
information
written.  De
techniques
program m
 
CUSTOM
issues esca
current ope
  
ADMINIST
documenta
manuals, p
 
   
TEAM EFF
responsibil
 
 
SPECIFIC
 
KNOWLED
Requires a
closely rela
application 
 
EXPERIE
No experie
 
COMPLEX
This is an e
of a variety
guidelines, 
 
 
 

CIT
JOB DE

  450.1    

IT ASSOCIAT

: 18     

AL SUMMA
se of this posi
s and databa

ng, reviewing,

NSIBILITIES

ANALYSIS & 
n systems soft
esigns, codes
 and compute
ust follow and

ER SERVIC
alated to the 
erating proced

TRATION:  W
ation to docum
periodicals, an

FORT.  Contri
ities as neede

CATIONS: 

DGE: 
n Associate's

ated field.  Th
system analy

NCE: 
nce is require

XITY: 
entry level po
y of procedure

policies and 

TY OF
ESCRIPTIO

 

TE – APPLIC

ARY:         
ition is to acc
ses; to increa
 and altering 

S:   

PROGRAMM
ftware. Assists
s, tests, and d
er systems an
d to describe 

CE:  Assists u
IT service des
dures and cla

Writes manua
ment applicati
nd technical re

ibutes to team
ed. 

               

s degree in Co
is entry level 
ysis or coding

ed. 

sition where e
es, policies an
procedures, a

F HO
ON 

CATIONS  

omplish softw
ase operating
programs. 

MING:  Assist
s in preparing

debugs basic 
nd preparing f
logical opera

users in solvin
sk. Clarifies a

arify applicatio

als for users t
on developm
eports to lear

m effort by acc

omputer Scie
position has 

g, but requires

employee is l
nd/or precede
and in adaptin

OUST

             

ware requirem
 efficiency an

ts in the resea
g specification
programs by 
flowcharts an

ations involved

ng operating p
application ob
on objectives.

to describe op
ent, logic, cod

rn ways to dev

complishing r

ence, Manage
sufficient edu
s significant in

earning to pe
ents. Moderat
ng standard m

TON 

        

ments by deve
nd adaptation 

arch and fact-
ns from which
applying kno

nd diagrams to
d.   

problems with
bjectives by co
              

perating proc
ding, configur
velop program

related results

ement and Inf
ucational know
nstruction and

erform work th
te analytic ab
methods to fit

eloping and m
 to new busin

-finding to de
h programs w
owledge of pro
o illustrate se

h applications
onsulting with

edures.  Write
ration and co
ms that meet 

s and perform

formation Sys
wledge to beg
d guidance.  

hat requires th
ility is require
t facts and co

maintaining 
ness requirem

velop or mod
will be configur
ogramming 
equences of s

s by respondin
h users to ide

es technical 
rrections.  Re
user requirem

ming related 

stems (MIS) o
gin performing
      

he direct appl
ed in applying
onditions. 

ments 

ify 
red or 

steps 

ng to 
ntify 

eads 
ments. 

or a 
g 

lication 
 



 

 

SPECIFICATIONS (cont’d): 
                
IMPACT OF ACTIONS: 
Errors in work typically lead to minor inconvenience and costs. Work is typically performed under moderate 
to high supervision and within standard operating procedures. The incumbent occasionally can function 
autonomously, with the team lead or manager available to answer questions as they arise. 
 
SUPERVISION EXERCISED: 
         

Direct Supervision: 
No direct reports.  
         
Indirect Supervision:  
No indirect reports. 

         
CONTACTS: 
         

Internal Contacts: 
Level of internal contact is primarily with technical staffs and occasionally with professionals and 
supervisors. Interaction requires moderate tact and cooperation; e.g., scheduling and/or coordinating 
two personal calendars, resolving problems and/or obtaining necessary information.        
         
External Contacts: 
Level of external contact is primarily with administrative support, technical and professional staff. 
Interaction involves information exchange and/or simple service activity requiring moderate tact and 
cooperation. 

 
PHYSICAL EFFORT: 
The position is physically comfortable; the individual has discretion about walking, standing, etc. 
 
WORK ENVIRONMENT: 
There are no major sources of discomfort, i.e., essentially normal office environment with acceptable 
lighting, temperature and air conditions.  Significant time spent using computer display, keyboard, and 
mouse.        
 
PHYSICAL SKILL:  Requires the ability to make closely coordinated eye/hand movements within very 
fine tolerance and/or calibration demands. 
 
MISCELLANEOUS: 
All duties and responsibilities may not be included in the above job description. 
 
JOB FAMILY:      Information Technology – Applications 
 

Technical Track:  Management Track: 
IT Associate – Applications  -- 
IT Specialist – Applications  -- 
IT Professional – Applications  IT Lead -- Applications 
Senior IT Professional – Applications   IT Manager – Applications 
IT Architect– Applications 

 
Effective: November 2015 


