
CITY OF YELLOWKNIFE 
 JOB DESCRIPTION
May, 2006


______________________________________________________________________________

POSITION TITLE: Systems Analyst
  POSITION:  #120-110M/123M/125M
DEPARTMENT: Corporate Services
DIVISION: Information Technology

LOCATION:  City Hall
SUPERVISOR'S TITLE: Manager, Information Technology

________________________________________________________________________________

SUMMARY OF THIS POSITION
Under the general direction of the Manager, Information Technology, the incumbent provides project and technical support for the City’s information technology infrastructure.  Primary areas of responsibility include project support services, the City’s online services, user support services, and spatial data management.

Project support service responsibilities include participating in planning activities, assessing user requirements, writing and maintaining documentation and procedures, installing and configuring software, and recommending and implementing policies. The incumbent is expected to assume a leadership role as appropriate.   Online service responsibilities include researching, evaluating, and deploying appropriate software tools, enhancing services, and providing technical support for the City's websites.  User service responsibilities include serving as a liaison with user departments to ensure that computer resources are properly deployed and utilized to deliver maximum benefits to the users and the City, assisting City staff in the effective utilization of hardware and software tools, troubleshooting and resolving hardware and software problems, and providing network support assistance.  Spatial data support responsibilities include developing and maintaining the GIS databases, GIS application initiative(s), mapping website(s), and integration of spatial data across all facets of the City.

The position requires the incumbent to assume the duties of other employees in the Information Technology Division as dictated by operational requirements.  As well, the Systems Analyst assists the Manager of Information Technology as needed and may be required to perform the duties of the Manager in his or her absence.

OUTLINE OF DUTIES

· Supports a variety of Information Technology projects by:
· Actively participating in and contributing to planning efforts within the Information Technology Division.
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· Consulting with users to determine business needs and technology requirements.
· Making recommendations for enhancements and improvements to the City’s information technology infrastructure.

· Performing systems analysis functions, developing alternative solutions and conducting feasibility/advisability studies on proposed plans.

· Conducting process and data modeling activities for new or enhanced systems.

· Creating and monitoring system and program design.

· Leading system design walkthroughs to ensure programming, operations and system standards are met.

· Assisting in the acquisition, implementation, testing, configuration and deployment of software applications adopted by the City.

· Exercising independent judgment in planning, scheduling, organizing, controlling and monitoring project team efforts.

· Exercising initiative in adapting and applying procedures to address unusual problem situations.

· Providing direction and control measures to outside consultants.

· Acting as a liaison with outside agencies for various information technology initiatives, partnerships and projects.

· Creating, distributing, and maintaining user documentation for software applications adopted by the City.

· Supporting, enforcing and enhancing policies and procedures regarding all aspects of the City’s information technology infrastructure.
· Supports the operation and enhancement of the City’s online services by:

-
Maintaining and enhancing the technical infrastructure pertaining to the City’s internal and external web sites and services.

-
Supporting user department representatives in the preparation of data and information for inclusion on the web sites.

-
Maintaining a working knowledge of current and emerging web technologies.

-
Evaluating, testing, acquiring, and implementing appropriate tools and technologies to ensure the web sites and services remain current and effective.

-
Performing database administration and maintenance.

· Supports users of the City’s information technology infrastructure by:
· Consulting with and advising computer users in the use of specialized and highly technical software packages, programming languages and computing equipment.

· Answering questions and providing technical assistance and training to system users.

· Designing, developing, and maintaining custom reports.

· Designing, developing and maintaining database applications.
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· Providing technical support for the City’s servers.

· Providing after-hours on-call support as required.

· Providing technical guidance to less experienced team members.

· Provides spatial data management services by:

· Developing and maintaining the City’s GIS database and integrating spatial data across all facets of the organization.

· Developing and maintaining the City’s web-based mapping and providing technical support services.

· Supervising, as lead representative, the development of spatial data application initiatives and coordinating the activities of internal and external partners including contractors.
SPECIFICATIONS
KNOWLEDGE, EDUCATION AND EXPERIENCE
The work requires a solid understanding of the system development life cycle; proven expertise in the areas of business analysis, requirements definition, implementation methodologies, and project management; a thorough technical understanding of web development, maintenance, and management principles and software tools; proficiency in the use of report generation software tools; and considerable experience in database administration.  It also requires a working knowledge of server administration and applications, network administration, operating systems, data management, data analysis and modeling, desktop productivity software, and document management software. 

The position also requires solid problem solving ability and creativity, strong team player abilities, excellent written and verbal communication skills, a positive and service-oriented attitude, polished presentation skills, and the ability to maintain confidentiality.

A post-secondary degree in a relevant discipline (e.g. Information Technology, Geographic Systems) is necessary, however, an equivalent combination of training and relevant work experience may be considered.  The incumbent should have a minimum of five years of related experience, preferably in a municipal government setting.  Current industry certifications in technologies relevant to the City’s infrastructure are desirable. 

RESPONSIBILITY
DECISION MAKING
Considerable independent judgment is required in this position. The incumbent thoroughly analyzes problems, develops cost effective solutions, and makes recommendations to the Manager, 
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Information Technology.  The incumbent is required to implement solutions, and to do so in an efficient and professional manner.  Some situations will demand almost instantaneous resolutions; others will require research, consultation, and consideration of the overall implications for the City.  In these cases the incumbent is expected to document and present the findings and recommendations in a concise and clearly written format.  
Decision-making is generally done under considerable time pressure, and the incumbent is expected to balance multiple diverse projects in a fast-paced environment, and to maintain a professional level of conduct in all situations.  Thus, the incumbent must effectively set and adjust priorities within a rapidly evolving and frequently stressful environment.
COMPLEXITY OF WORK
The work requires objectivity, sound judgment, and resourcefulness in planning and monitoring all aspects of the City’s information technology infrastructure.  Complex decisions are made within the context of resource availability, and frequently involve tradeoffs as the incumbent pursues the course of action that is in the best interests of the entire organization. 

PUBLIC SENSITIVITY
The incumbent must be conscious that the efficient and effective application of computer resources and technology may be subject to close scrutiny both internally and externally.  In particular, the on-line and e-commerce processing systems are the heart of the enterprise’s systems.  It is extremely important to the enterprise that these systems offer the highest reliability, security and performance possible, as errors may result in loss of revenue and/or loss of public confidence.

CONTACTS
The incumbent works closely with the Manager, Information Technology, and with Information Technology Division staff to achieve the goals and objectives set out for the division.  This position also requires continual interaction with staff at all levels in all City departments, with outside suppliers and contractors, and with professional staff of other companies and organizations.

SUPERVISION
The position may be required to supervise project staff and summer students; and the incumbent coordinates with staff at all levels on day to day activities.  In addition, the incumbent may be required to perform the duties of the Manager, Information Technology, in his or her absence.
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EFFORT
MENTAL
This position requires the ability to work independently and to balance multiple diverse projects in a fast-paced environment where priorities are frequently adjusted.  As such, it requires a high degree of mental concentration and meticulous attention to detail.

PHYSICAL
This position requires the ability to sit at a workstation for extended periods of time, and so the incumbent must understand and follow good ergonomic principles.   There is also a requirement for physical exertion when transporting, maintaining and fixing computer equipment.

WORKING CONDITIONS

ENVIRONMENT

The principle duties of this job are performed in both a general office environment and at various work sites throughout the City. 

HAZARDS

There are no hazards associated with this position.
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I have read and understand this job description.  The Human Resources Division has informed me that it is a general description of the duties and responsibilities and qualifications required for my position, which forms the basis for my classification level and against which my performance will be evaluated.

______________________________                                          ______________________________

Employee’s Signature                                                             Date

______________________________                                          ______________________________

Supervisor’s Signature                                                            Date

______________________________                                          ______________________________

Department Head’s Authorization                                          Date

______________________________                                          ______________________________

Human Resources’ Authorization                                          Date

______________________________                                          ______________________________

City Administrator’s Authorization                                       Date


