UNIVERSITY OF CALIFORNIA SAN FRANCISCO
INFORMATION TECHNOLOGY SUPPLEMENT
1) What are the typical units of work?  (e.g.: assist in writing a program to accomplish ______, write and test _____ subroutines, develop whole programs, develop multi-use _____ program systems, design or write general purpose systems routines, design or write general purpose applications systems, integrate multi-departmental needs with available software systems, etc.)  Be specific. 
2) Give examples of the applications, programs and systems used, indicating their scope, complexity and diversity.
3) Are you responsible for applications systems analysis and design? (YES or NO)  If yes, provide specific examples. 
4) Enter an “X” in the correct cell.

	DO YOU:
	YES
	NO

	Write applications and systems program documentation
	
	

	User documentation
	
	

	Present papers, author or co-author publications
	
	


5) Describe the specific technical, scientific and administrative knowledge and skills utilized.  How is this knowledge obtained and applied?

6) List those aspects of this job which are the most difficult or critical in terms of skills required.

7) Provide examples of technical problems you refer to your supervisor for resolution.  If your supervisor cannot provide this technical assistance, who (and which campus department) provides technical advice and consultation?

8) Identify the equipment (i.e.: lab equipment), computer hardware, operating system and software utilized.  Where is this equipment located?  (e.g.: IBM 4381 in Computer Center).

9) Are you authorized to select hardware or software? (YES or NO)  If yes, provide details.

10) Are you responsible for hardware/software vendor relations?  (YES or NO) If yes, provide name of vendor and purpose of vendor contact.

11) List 3rd and 4th generation procedural programming languages required to perform this job, and types of programs created with these languages.

12) To what extent does your position include coordinating, advising, consulting, teaching or recommending techniques and approaches to others?  (e.g.: comment on user errors in job control language, perform code evaluation of other’s programs,  recommend departmental or campus overall plans for data processing, etc.)

I certify that this description accurately describes the duties I am currently performing.

EMPLOYEE SIGNATURE _________________________
DATE ________________________

CERTIFICATE OF SUPERVISOR OR DEPARTMENT HEAD: I have reviewed this description and certify as to its accuracy, with any exceptions noted.

__________________________________________
_______________________

Signature of Supervisor




Date

__________________________________________
_______________________

Signature of Department Head
Information Technology Supplement – Page 4( Rev. 4/7/10

