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Classification Specification 

 
Title: Information Technology 

Analyst II   
 
Application:  Career Series 
 
Supplemental/Code: Administrative/1 
 
FLSA Status:  Exempt 

Class Code:  36503 
 
Pay Grade:  I 
 
Established:   10/01/94 
 
Revised:   01/01/09

 
 
Position Purpose: 
 
Provide full performance support of a mainframe and/or computer-based management information systems section for 
a division. 
 
Essential Functions: 
 
1. Programs mainframe and/or computers to provide customized or production management information reports 

to assist in department management or service delivery. 
 
2. Develops computer-based solutions to address management problems or information requests; maintains a 

specific system for a department (e.g. bar code inventory system, facility maintenance, process control). 
 
3. Uses and manipulates software applications to analyze data, develop reports and build databases in order to 

provide management information; submits regulatory reports as required. 
 
4. Provides on-site maintenance and repair of computer and LAN hardware and software to ensure availability of 

functional equipment and to reduce costs under service agreements; makes recommendations regarding 
renewals of service agreements. 

 
5. Serves as a resource for less experienced mainfra me or computer users and analysts in the use of hardware 

and software and debugs problems they encounter. 
  
6. Establishes and maintains security procedures for division to prevent unauthorized access to systems. 
 
7. Evaluates, recommends, and assists in the procurement of mainframe or computer systems including the 

planning and integration of present hardware and software with the recommended additions, upgrades or 
replacements. 

 
8. With review by the City Attorney and the purchasing division of the City Controller's Office, drafts and issues 

bid specifications, price agreements and contracts with vendors to provide hardware and software support to 
ensure the availability of functional computer and LAN equipment. 

 
9. Regular, reliable and punctual attendance is an essential function of the job. 
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Knowledge, Skills and Abilities Required to Perform Work: 
 
Knowledge of and ability to evaluate, use, and recommend computer hardware and software and mainframe software 
applications. 
 
Knowledge of various computer and LAN operating systems/applications, software, mainframe and computer systems 
capabilities. 
 
Knowledge of one or more computer programming languages or applications. 
 
Knowledge of the City's purchasing procedures. 
 
Ability to analyze information logically and propose solutions.   
 
Ability to advise others in the use of computer hardware and software. 
 
Ability to communicate effectively both verbally and in writing at the professional level. 
 
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: 
 
Work performed under normal office conditions.  
 
May require lifting computer equipment weighing up to 50 pounds. 
 
May be required to be on call. 

 

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 an exhaustive list of all responsibilities, duties and skills required. 

 

 
 
 
 
 
 
 
 
 
 
 

 


