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City of Dallas 
Classification Specification 

 

Title: Employee Retirement Fund 

Information Technology Specialist  

 

Application:  Career Series  

 

Supplemental/Code: Administrative/1 

  

FLSA Status:  Exempt  

Class Code: 36200 

 

 

 

Pay Grade: J 

 

Established: 10/01/2008 

 

Revised:  1/1/2009

 

 

Position Purpose:  

Provides analysis, programming, and testing to support the maintenance of departmental proprietary and process 

control computer operations, and the management and analysis of department databases for Employees’ Retirement 

Fund Department (ERF). 

 

Essential Functions: 
1. Designs and plans complex microcomputer systems solutions to management problems to ensure 

accessibility of necessary information. 

 

2. Evaluates and plans software/hardware purchases to maintain and improve the system. Prepares cost 

analyses of maintenance and enhancement of existing programs and hardware. Recommends and writes 

technical specifications for the purchase of microcomputer hardware and software and mainframe software 

applications 

 

3. Installs and maintains software and hardware for LAN file servers and work stations. Analyzes network 

problems, and resolves technical difficulties. Provides support and assumes responsibility for day-to-day 

troubleshooting of The Employees' Retirement Fund LAN.  Maintains department local area network. 

 

4. Writes ad-hoc information retrieval programs using COGNOS, Crystal Reports, and/or SQL for use by 

management or other departmental staff. 

 

5. Provides training and technical assistance for department personnel in the use of microcomputers to 

improve individual productivity.  

 

6. Plans and provides for data security to ensure systems and data are securely protected.  

 

7. Maintains several interrelated computer and data base information systems. Develops and updates 

documentation of programs and systems. 

 

8. Administers Microsoft Exchange, Novell, and mobile messaging systems including account, 

administration, client installation, upgrade and update of email systems, email record retrieval, Public 

Folder administration and also provides support for hand-held electronic communication devices including 

Blackberries. 

 

9. Investigates new technologies and makes recommendations on applicability to ERF systems; assists in 

planning and implementing major upgrades or conversions to new methodologies to provide an efficient 

and up-to-date system for users.  

 

10. Creates performance measures to monitor the usage of computer resources and designs programs to report 

these measures.  

 

11. Regular, reliable and punctual attendance is an essential function of the job. 
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Knowledge, Skills and Abilities Required to Perform Work: 

Thorough knowledge of multiple programming languages, such COGNOS, Crystal Reports, and/or SQL. 

Thorough knowledge of computer hardware, and two or more operating systems. 

Thorough knowledge of network systems and configurations, such as the internet. 

Knowledge of Programmable Logic Controllers (PLC), Environmental Data Acquisition Terminal (EDAT), and 

Supervisory Control and Data Acquisition. 

Ability to analyze information logically and propose computer based solutions. 

Ability to communicate technical information orally and in writing. 

Ability to perform repair and maintenance on computer hardware. 

 

Ability to establish and maintain an effective working relationship with all levels of management, city officials, 

vendors, other government agencies, other employees and the general public.  

Working Conditions and Hazards: 

Works in office environment majority of time; exposed to field conditions when visiting monitoring sites. 

 
 

The above statements are intended to describe the general nature and level of work performed by personnel assigned 

to this classification and is not necessarily and exhaustive list of all responsibilities, duties and skills required. 


