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and Planning staff in developing, reviewing, revising & documenting
IT plan business and review processes which support the SIM planning
cycles.

Assist SIM Administrator and Planning staff with preparation activities
associated with IT planning presentations and agency plan review
meetings; prepare, organize & assemble IT plan review deliverables.

Assist SIM Administrator & planning staff with revisions to the IT
Planning Policy and the IT Planning Guide documents (e.g., user
guides and business process documents, etc.); assist in reviewing of
state agency strategic and tactical IT plans.

Perform variety of related clerical tasks (e.g., filing, copying, preparing
correspondence, etc.).

FROM: 8:00 a.m. TO: 5:00p.m.
JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of Importance Knowledge, Skills & Abilities
40 | Assist IT Strategy & Investment Management (SIM) Administrator Knowledge of (1) IT or related field;

(2) computer &/or network hardware,
software, operating systems, and proce-
dures; (3) computer systems analysis
and design; (4) project management.
Skill in (5) operation of microcomput-
ers and peripheral equipment; (6) office
suite software (e.g., MS Office).
Ability to (7) collect data, define prob-
lems, establish facts & draw valid con-
clusions; (8) interpret a variety of in-
structions in written or oral format; (9}
interpret variety of technical material in
books, manuals & audio visual form;
(10) deal with many variables & deter-
mine specific actions; (11) prepare
meaningful, concise & accurate reports;
(12) communicate effectively on tech-
nical & non-technical matters; (13)
work effectively in a team environment.

Knowledge of 1-4
Skill in 5-6
Ability to 7-13

Knowledge of 1-4
Skill in 5-6
Ability to 7-13

Knowledge of 1-4
Skill in 5-6
Ability to 7-13
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