APPROVED

President’s Cabinet
March 8, 2022

MT. SAN ANTONIO COLLEGE [] continued Funded Position (ex. Vacancy)
Human Resources Former Employee (if applicable):
REQUEST TO FILL - STAFF and ADMINISTRATIVE POSITIONS Last day of employment:
**This form is used to gain approval prior to recruiting for a position. (Attach Existing Job Description)
Instructions for completing this form are located on the back. ] Newly Funded Position Fiscal Year 22/23

Position: SystemsAnalyst [J No Existing Job Description

(Attach Draft of New Job Description)

Department: _IechnicalServices

[E] Classified [ confidential
Time (FTE): 100 Term (months/year): 12 [0 Supervisory [J Administrative
Work Schedule (Days, Hours): M - F, 8:00AM - 5:00PM **For Temporary Special Project Administrators only
Salary Schedule (Range): A-124 [] Temporary Special Project Administrator
(Refer to AP 7135)
Background and Rationale (use back of form if additional space is Temporary Special Project Administrators can only be hired through
needed): See attached. the end of the current fiscal year. These positions can be renewed each

fiscal year, for up to five (5) years maximum with a status change form.

Funding From:

Please list any changes in the budgeted position as described above
(i.e. title, time, term, etc.).

Please list the Account Number(s) and Budget Amount(s) that is/are being used to fund this Position. This section MUST be completed in
order to provide budget for the position.

Account Number(s): 11000-670000-211000-683000-2100 100 % Amount $_142.369

Account Number(s): % Amount $

Funding: (checkall that apply) [C] General Fund Unrestricted [_] Restricted Funds [_] Categorical [ ] Grant [] Temporary
[] Annual renewal of this position is contingent upon the College’s receipt of continued funding

Duration (if grant/temporary funded): Beginning date: End date:
Comments:
Signai eg
02-28-22
1. uesting Manager Signature Date 4. Human Resources Signature Date
}L 02.28.2022
2. Division Vice President Signature _Date 5. Vice President, Human Resources Date
3. AVP Fiscal Services Signature _Date
o Funding available o Funding not available Position Number: Contract Number:
Comments:

Reviewed by President’s Cabinet, the following action was taken on the above request:

O Approved to fill immediately O Denied O Modified

If position does not have funding, provide funding directions:

Rationale:

6. Signature of President/CEO Date

HR 101 — RTF Form Revised 7.2.14 SH


cnelson
New Stamp


The Technical Services unit currently operates several software applications for the department and
campus, including Workforce, 25Live, X25, Audienceview Sales/Ticketing, and Ocularis Video Security.
As the department and systems have grown, there is a need for a dedicated System Analyst to manage
and operate these systems. Especially in the case of systems that impact multiple departments and
users on campus, such as Workforce, 25Live, X25, and Ocularis, there are ongoing configuration,
analysis, and assistance needs on a regular basis. Especially in the case of 25Live, there are times of
heavy system interaction to appropriately place class sections into rooms, and retrieve data on
utilization. In the case of Audienceview, there has been a steady increase in the number of ticketed
events, and item sales. This will continue to increase with the Stadium now reopened.



MT SAN ANTONIO COLLEGE
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Board Approved June 24, 2020
FLSA: NON-EXEMPT

SYSTEMS ANALYST
DEFINITION

Under general supervision, performs a variety of application development and analysis functions of the
assigned Department’s technology and application systems; creates business processes to meet end user
requirements and federal, state, College, local, and department regulatory mandates, rules, regulations,
policies, and procedures; evaluates and personally participates in the functions necessary to implement and
sustain the creation, maintenance, and use of assigned department’s databases and applications; tests and
maintains data analysis and reporting programs to enhance and support reporting requirements and data
tracking needs; coordinates work and services with central Information Technology Department and other
staff.

SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from the assigned managerial personnel. Exercises no direct supervision of
staff. May provide technical and functional direction to student workers.

CLASS CHARACTERISTICS

This is a professional-level analyst classification that performs a variety of business process analysis, system
application, and reporting activities. Incumbents exercise a high level of discretion and independent
judgment in performing the full range of routine and complex assignments. Successful performance of the
work requires thorough knowledge of database applications and basic knowledge of the College’s
information systems infrastructure. This class is distinguished from other information technology classes
by the level of specialized technical knowledge of and emphasis on relevant software and database
applications.

EXAMPLES OF ESSENTIAL FUNCTIONS (Illustrative Only)

1. Designs business processes for the maintenance, access, and retrieval of assigned department’s data;
prepares detailed flow charts and diagrams outlining system capabilities and processes; defines data
rules and relationships and develops methods for quality control of the database system; reviews and
evaluates database access and reporting software applications to streamline and enhance the enterprise
system; creates documentation of processes.

2. Troubleshoots, updates, modifies, and analyzes information systems to ensure compliance with
regulatory needs and changes.

3. Designs methods and applications to import/export data for analysis; uses various reporting tools and
database applications to retrieve information from databases for staff as needed; determines required
data and presentation formats.

4. Ensures successful storage and retrieval of data across a variety of campus systems; ensures systems
interface with other campus systems; consults with information technology staff to create views and
data blocks for data reporting and extraction.

5. Creates complex custom queries and programs for a variety of management needs and reporting
requirements; creates queries to analyze and identify data integrity issues.

6. Monitors and maintains data integrity of department’s tables, fields, reports, and related systems; works
with central information technology to execute scripts to correct data issues.

7. Acts as the first-line contact person, representing department to staff who need assistance with any

enterprise application systems module integrating with the department; provides expert technical

assistance and training for staff on system procedures, system integration, data integrity, and reporting.

Plans, designs, and creates new databases for data collection, analysis, and reporting.

9. Coordinates with other department and College staff to facilitate the resolution of implementing and

*x
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10.

scheduling new and/or modified business processes and the development of new modified database
processes and reporting requirements.

In collaboration with other departments, tests, and debugs applications to ensure accuracy of data and
write related application documentation, including system upgrade testing and end-user documentation.

11. Communicates with personnel and various outside agencies as needed to exchange information and
resolve issues or concerns.

12. Coordinates and participates testing and implementing new computer programs as appropriate,
including developing and maintaining related documentation.

13. Participates on committees, task forces, and special assignments, including, but not limited to Screening
and Selection Committees and affiliated trainings. Prepares and delivers oral presentations related to
assigned areas if needed.

14. Performs other related or lower classification duties as assigned.

QUALIFICATIONS

Knowledge of:

1. Data systems concepts and structures, reporting relationships, data analysis methods, design, practices,
and procedures.

2. Principles and practices of programming and application generation tools.

3. Various software packages including word processing, spreadsheet, data and database management,
reporting tools, and desktop publishing applications and programs.

4. Basic data management, data extraction, and relational database systems theory, principles, techniques,
and practices.

5. Research and reporting methods, techniques, and procedures.

6. Principles and practices of data collection and report preparation.

7. Modern office practices, methods, and computer equipment and applications related to the work.

8. Record keeping principles and procedures.

9. Techniques for effectively representing the College in contacts with governmental agencies,
community groups, and various business, professional, educational, regulatory, and legislative
organizations.

Skills & Abilities to:

1. Analyze situations and identifies and troubleshoots pertinent technical problems/issues; collect relevant
information; evaluate realistic options; recommend/implement appropriate course of action.

2. Develop and implement systems application-related projects with sufficient speed and accuracy.

3. Review, analyze, customize, and implement software packages and database applications related to
departmental projects.

4. Develop queries and perform complex analysis of data.

5. Interpret, apply, and explain technical materials to non-technical users; elicit user needs and develop
and implement appropriate solutions.

6. Conduct research; analyze, interpret, summarize, and present technical information and data in an
effective manner.

7. Make accurate mathematical and basic statistical computations.

8. Interpret, apply, explain, and ensure compliance with federal, state, and local policies, procedures, laws,
and regulations.

9. Organize and prioritize a variety of projects and multiple tasks in an effective and timely manner;
organize own work, set priorities, and meet critical time deadlines.

10. Use English effectively to communicate in person, over the telephone, and in writing.

11. Learns and applies emerging technologies and, as necessary, to perform duties in an efficient,

organized, and timely manner.
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12. Review situations accurately and determine appropriate course of action using judgment according to
established policies and procedures.

13. Establish, maintain, and foster positive and effective working relationships with those contacted in the
course of work.

Education and Experience:

Equivalent to graduation from a regionally accredited four-year college or university with major
coursework in computer science, computer information systems, or a related field and two (2) full time
equivalent years of professional experience in designing, programming, supporting, and implementing
enterprise applications.

Licenses and Certifications:

None.

PHYSICAL DEMANDS

Must possess mobility to work in a standard office setting and use standard office equipment, including a
computer; vision to read printed materials and a computer screen; hearing and speech to communicate in
person and over the telephone. This is primarily a sedentary office classification although standing and
walking between work areas may be required. Finger dexterity is needed to access, enter, and retrieve data
using a computer keyboard or calculator and to operate standard office equipment. Incumbents in this
classification occasionally bend, stoop, kneel, reach, push, and pull drawers open and closed to retrieve and
file information. Incumbents must possess the ability to lift, carry, push, and pull materials and objects up
to 20 pounds.

ENVIRONMENTAL ELEMENTS

Incumbents work in an office environment with moderate noise levels, controlled temperature conditions,
and no direct exposure to hazardous physical substances. Incumbents may interact with staff, students,
and/or the public in interpreting and enforcing departmental policies and procedures.



	MT. SAN ANTONIO COLLEGE
	Human Resources
	REQUEST TO FILL - PERMANENT POSITION


	Former Employee if applicable: 
	Last day of employment: 
	Fiscal Year: 22/23
	Position: Systems Analyst
	Department: Technical Services
	Temporary Special Project Administrator: Off
	Account Numbers: 11000-670000-211000-683000-2100
	Account Numbers_2: 
	Annual renewal of this position is contingent upon the College: Off
	General Fund Unrestricted: On
	Restricted Funds: Off
	Categorical: Off
	Grant: Off
	Temporary: Off
	Position Number: 
	Contract Number: 
	If position does not have funding provide funding directions: 
	Rationale: 
	Continued Funded Position ex Vacancy: Off
	Newly Funded Position: On
	No Existing Job Description: Off
	Time(FTE): 100
	Term(Mos/Yr): 12
	Work_Schedule (Days, Hours): M - F, 8:00 AM - 5:00 PM
	Salary Schedule (Range): A-124
	Background and Rationale 1: See attached.
	Background and Rationale 2: 
	Background and Rationale 3: 
	List changes in budgeted position 1: 
	List changes in budgeted position 2: 
	Funding from 1: 
	Funding From line 2: 
	Percent_1: 100
	Percent_2: 
	Amount_1: 142,369
	Amount_2: 
	Duration_End_Date: 
	Comments 1: 
	Comments 2: 
	Funding available: Off
	Funding not available: Off
	Approved to fill immediately: Off
	Denied: Off
	Modified: Off
	Background and Rationale 4: 
	Duration grant temporary funded_Beginning date: 
	Signature Comments Line 2: 
	Signature Comments Line 1: 
	Classified Position: Yes
	Supervisory Position: Off
	Confidential Position: Off
	Administrative Position: Off


