Information Specialist I 
Recruitment # 2015-09

Superior Court of California, 
County of Solano
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INFORMATION SPECIALIST I

RECRUITMENT # 2015-09

Salary:  $50,317 - $61,161 annually

CLOSING DATE: July 30, 2015

Job Definition

Under general direction, coordinates and administers information systems operating on a large local area and wide area networks (LAN/WAN); provides day-to-day technical operational support to users of various departmental computer systems; provides help desk services; configures and installs hardware; writes and documents computer applications using commercial software, spreadsheets and other programs; provides technical direction and training to staff.

Essential Functions (Core Competencies)

This position is distinguished from the Information Specialist II in that the latter is primarily responsible for more complex workstation support, installation, and server support. This position differs from the Network Analyst position in that the latter works primarily on data communications and telecommunications network facilities. The work is highly responsible requiring consistent accuracy, attention to detail, and excellent customer service. Incumbents support judicial officers and employees at court offices in Fairfield and Vallejo. 

Knowledge, Skills, and Abilities  – The successful applicant will possess the following (KSAs):

Knowledge of:
· Principles and practices of software and hardware installation and repair.
· Computer operations; operating systems and software products.
· Local and wide area network design, management, security and operation.
· Methods and techniques of troubleshooting hardware, software and interconnectivity problems.
· Principles, methods, and techniques of systems analysis.
· Principles of data security.
· Methods and techniques of providing support and training to users.

Ability to:
· Provide excellent customer service, interpersonal, and communication skills.
· Use excellent time management skills; ability to work under time constraints.
· Perform work that is assigned, scheduled and prioritized by others.
· Understand and implement verbal and written instructions.
· Write clearly and concisely.
· Work cooperatively with those contacted in the course of business operations.
· Perform other related work as required by business needs or as assigned.


Educational and Work Experience Requirements

Any combination of education, training and experience that demonstrates possession of/and competency in the requisite knowledge, skills and abilities. Typical ways to obtain these qualifications are:
· A Bachelor’s degree from an accredited university in computer science, information systems, telecommunications or closely related field.
· Two (2) years of experience providing technical support of complex, multi-platform computer systems.

Desirable Qualifications

· CompTIA A+, Server+, Network +, Security+
· Microsoft Technology Associate (MTA)
· Microsoft Certified Professional (MCP)
· Microsoft Certified System Administrator (MCSA)
· Cisco Certified Entry Networking Technician (CCENT)
· Cisco Certified Technician (CCT)

License Requirement

A valid California driver’s license may be required or the ability to provide alternate transportation if prohibited by a medically documented disability from obtaining a driver’s license.

Physical Requirements and Work Environment

The physical demands and work environment characteristics described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
· Physical demands: While performing the duties of this job, the employee is required to stand; walk; sit; use hands to finger, handle, pinch, pull objects or controls; reach with hands and arms; climb stairs; balance; stoop, kneel, crouch, or crawl; talk or hear. The employee must occasionally lift and/or move up to 50 pounds and frequently lift up to 25 pounds. Specific vision abilities required by the job include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus.
· Work environment: While performing the duties of this job, the employee is exposed to weather conditions prevalent at the time. The noise level and traffic level in the work environment are similar to a busy office.

Normal business hours for this position: Monday through Friday, 8:00 a.m. to 5:00 p.m. Overtime may be necessary in some circumstances.

Benefits Packages

Solano Superior Court employees are valued. The court offers an excellent benefit package:
· CalPERS retirement plan (specific benefit determined pursuant to the Public Employee Pension Reform Act of 2013). 
· Participation in Social Security, Medicare and State Disability Insurance. 
· Medical insurance (plans offered through CalPERS), Delta Dental (HMO & PPO plans), VSP vision insurance, with generous employer contribution toward premiums.
· Supplemental retirement plan (457 deferred compensation plan)
· Flexible spending account for qualifying medical, dependent care, and/or transportation expenses.
· Basic life insurance at no cost to employee; employees may purchase additional life insurance for self and dependents.
· Sick leave, vacation leave, and floating holidays.
· Employee assistance program available at no cost to employee for self and dependents.
· Longevity pay after 20,800 hours worked. 
· 
Recruitment Process

To be considered for this position, job applicants are required to complete an official court application, résumé and a supplemental application and are required to sign and date both documents. The supplemental application is attached to this job announcement. An application screening committee will review application packets. Applicants who are successful in the application packet-screening phase will move on to the next phase. A panel of subject-matter-experts (SMEs) will conduct a structured oral interview. The panel will review and assess the degree to which each applicant demonstrates the required knowledge, skills, and abilities. 

Eligible job applicants will be notified by phone or letter of the date and location prior to scheduling for the examination. An unranked eligible list may be promulgated and may be referred to in filling future vacancies, up to six months after completion of this recruitment process. The court reserves the right to re-recruit rather than select individuals from the unranked eligible list. Reference and background checks are required.

Official application forms are available on the court’s Web site, www.solano.courts.ca.gov or application forms may be picked up from the court’s human resources department in the Executive Office at 600 Union Avenue, Fairfield. Applications may be mailed or dropped off at the court and must be received by close of business on the final filing date. Faxes, e-mails or postmarks are not accepted. 


Supplemental Application
For
INFORMATION SPECIALIST I
(Recruitment #2015-09)


INFORMATION AND INSTRUCTIONS

To acquire knowledge of your education, experience and training, the first phase of the selection process for this position will be a review of your application, résumé, and supplemental application. The information you provide on the court’s official application and supplemental application will be used to evaluate your overall qualifications for this position. Based on the results of this evaluation process, candidates will be invited to participate in other examination phases.

Using this supplemental application, you are required to describe your training and experience that qualify you for this position. You are to provide explicit, but concise, statements in response to each section.  It is your responsibility to ensure that information you deem important to your candidacy is included in your responses.  Your response to each question is limited to the space provided on the page provided for each question.  In responding to each question, describe your own experience.  Do not list the functions of the unit in which your position was located.  Do not list the responsibilities of the person to whom you reported.  If you have assisted your supervisor or a lead staff person in carrying out functions or responsibilities, clarify how you assisted, and define the degree of authority you exercised.

Both the official court application and the supplemental application must be typed or legibly printed. Résumés or referrals to a résumé in lieu of a response on this questionnaire are not acceptable.  Applicants submitting illegible or incomplete application packets will be disqualified from consideration.

CERTIFICATION
I certify that all statements made in this supplemental application were written by me are true and complete, and I understand that any misstatement of material fact(s) will subject me to disqualification.





Applicant Signature:  _____________________________ Date: _______________
Superior Court of California, County of Solano
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1. 
Please provide a brief description of your related educational and work experience that is relevant to the position for which you are applying.  (Provide the names of and the city and state location of any colleges you may have attended and be specific in describing your duties and the length of time you carried out these functions.  Limit applicable comments in response to this question to this page.)

[bookmark: Text1][bookmark: _GoBack]	     .

2. 
Please describe your experience in desktop/user support and technical support. Include number of users supported and functions for which you were responsible (include duration of experience, in months or years, and where this experience was obtained).

[bookmark: Text2]     
3.	Describe in detail the make and model multi-user computer system(s) you have operated. This should include installing and configuring desktops and laptops on Wintel platform, imaging of desktops and laptops, Operating Systems, hardware, software, applications (word processing, spreadsheet, databases, desktop publishing, e-mail/calendar), and printer experience.
[bookmark: Text3]	     






STOP



Did you remember to:

1.	Sign and date the application?

2.	Complete, sign and date, and attach the supplemental questionnaire?

3.	Complete and attach the Equal Employment Opportunity Questionnaire?
This document is used for statistical purposes only.

