Information Technology (IT) Specialist, GS-2210-07

INTRODUCTION

Incumbent is an IT Specialist performing work in a developmental capacity involving routine and recurring assignments. Work is at a highly structured entry level designed to develop broader and more in-depth knowledge and skill needed to perform higher-level assignments.  

MAJOR DUTIES AND RESPONSIBILITIES

Incumbent performs work as a part of a team in any one of the following functional areas:  policy and planning; security; systems analysis; applications software; operating systems; network services; data management; internet services; systems administration; customer technical support (these functional areas are specifically defined in the Job Family Position Classification Standard for Administrative Work in the Information Technology Group, May 2001).  Assignments involve various duties, typically part of a project phase/stage.  

Knowledge Required:  FL 1-6

Knowledge of, and skill in applying, IT principles and practices in the assigned specialty area; IT systems development life cycle management concepts; performance monitoring principles and methods; quality assurance principles; technical documentation procedures; systems security procedures and analytical methods.

The above knowledges are applied to routine and recurring assignments such as identifying and resolving problems; preparing and updating manuals and operating procedures; providing information and assistance to customers; preparing recommendations for changes in methods and practices where appropriate and ensuring the application of appropriate security measures.

Supervisory Controls:  FL 2-2

The supervisor instructs the employee on the purpose of the assignment and its scope, limitations, expected deadlines, and priorities.  The supervisor also advises the employee on peculiarities of new assignments.  The employee works independently within the framework the supervisor established and in conformance with established practices and prescribed procedures.  Problems not covered by instructions or guides are referred to the supervisor.

Completed work is closely reviewed to verify accuracy and conformance to required procedures and any special instructions.  Findings and conclusions are reviewed to ensure they are supported by facts.  Work of a type not previously done by the employee is reviewed in detail.  

Guidelines:  FL 3-2

The employee uses a number of guidelines that are directly applicable to the assignment.  These guidelines prescribe established procedures and techniques and provide clear precedents.  The employee uses judgment in selecting and applying the most appropriate guidelines; determines the appropriateness and applicability of any minor deviations within existing guidelines; and refers to the supervisor situations to which the existing guidelines cannot be applied or that require significant deviations.  

Complexity:  FL 4-2

Work consists of easily distinguishable tasks involving related steps, processes, methods and procedures.  The employee decides what needs to be done by choosing from various alternatives, recognizing differences among a few easily distinguishable situations.  The employee uses judgment regarding the most appropriate approach that is in accordance with established procedures and practices.  

Scope and Effect:  FL 5-2

Work involves a variety of common problems or situations that are dealt with in accordance with established criteria.  Work affects the design, testing, implementation, operation or support of IT systems, or the quality and reliability of services.  

Personal Contacts:  FL 6-2

Contacts include employees and managers in the agency, both inside and outside the immediate office or related units, as well as representatives of private concerns and the general public in a moderately structured setting.  Employees and managers may be from various levels in the agency.  

Purpose of Contacts:  FL 7-a

The purpose of contacts is to acquire, clarify or exchange information needed to complete assignments.  The information may range from easily understood to highly technical.  

Physical Demands:  FL 8-1

The work is sedentary; some walking and standing may be required.  Light items may be carried such as papers, books or small parts.

Work Environment:  FL 9-1

The work area is adequately lighted, heated and ventilated. There may be occasional exposure to uncomfortable conditions in such places as research and production facilitates.  

ADDENDUM FOR INFORMATION TECHNOLOGY SPECIALIST, GS-2210-7

EMPLOYEE NAME:

ORGANIZATION CODE: 

COMPETITIVE LEVEL: 

DUTY STATION:


DRUG TESTING POSITION?

POSITION SENSITIVITY:

FULL PERFORMANCE LEVEL: 

SERIES & TITLE DETERMINATION:  The employee must be knowledgeable of, and experienced in, information technology.  The speciality area is:

LIST PROJECT/PROGRAM(S) ASSIGNED AND OBJECTIVES:

JOB ELEMENTS:  GENERAL:  1) Ability to use IT techniques, sources, and procedures in a specialty area; 2) Knowledge of analysis, evaluative, and problem solving techniques necessary to perform computer equipment/program systems integration; 3) Ability to plan and coordinate individual assignments to meet project goals; and 4) Ability to communicate both orally and in writing.  TECHNICAL:  List at LEAST one technical knowledge, skill, or ability necessary to perform the duties of this position.

I certify that this is an accurate statement of the major duties and responsibilities of this position and the organizational relationships.  This position is necessary to carry out Government functions for which I am responsible.  This certification is made with the knowledge that this information is to be used for statutory purposes relating to appointment and payment of public funds, and that false or misleading statements may constitute violations of such statutes or their implementing regulations.
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TO BE COMPLETED BY THE HUMAN RESOURCES DEPARTMENT (XDPC)

TITLE, SERIES, GRADE:

DATE ESTABLISHED:

CPCN:



SUPV/MGR CODE:

FUNCTION CODE:


 FLSA:  Nonexempt       FPL:
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