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Job Description Form 

	Job Classification: 
	Internal Applications Programmer/Analyst
	Job Code:
	999999

	Division/Department: 
	Information Technology Division

	Location:
	DAC/Oklahoma City

	Reports to:
	Director, IT

	Salary: 
	Salary commensurate with experience

	Deadline: 
	November 30, 2015 5:00 pm

	Resume:
	Please send resume to careers@dac.state.ok.us  Fax: 405-264-5099

	

	Level/Grade:
Level II – III, 
Mid – Senior
	
	Type of position:
|X|  Full-time
|_|  Part-time
|_|  Contractor
|_|  Intern
	Hours: 40 hours per week
|X|  Exempt
|_|  Nonexempt

	

	Job Description

	
The Internal Application Programmer/Analyst (IAPA) performs primary application support for in-house developed computer application systems. This position requires in-depth knowledge of programming languages and tools and the software development life cycle (SDLC). The IAPA will have primary responsibility for maintenance of DAC departmental systems currently in operation in Finance, Victims, Grants, and Executive divisions. These systems are developed using Microsoft Access and SQL Server databases and other applications development languages and tools. Responsibilities also include enhancements to these applications and development of new systems, as needed. 

The IAPA supports an agency Intranet portal and collaboration tool (DAConnect), based on Microsoft’s SharePoint technology. The IAPA participates in the design, development, deployment, maintenance and administration of DAConnect. The IAPA also serves as alternate support for the statewide case management system (JustWare). 

This position has independent judgment and decision making authority.


	DUTIES AND RESPONSIBILITIES

	
· Performs tasks as assigned by The IT Director.
· Interfaces with system users to understand and document business requirements, solve operational problems, and deliver quality solutions.
· Develops and maintains application software solutions to meet business requirements for system function, security, and appearance. Technologies include but are not limited to: Access; Visual Basic for Applications; Visual Studio; MS Office; MS Reporting Services; SharePoint; SQL Server; and BizTalk.
· Develops custom data conversion and interface programs.
· Develops test plans and testing of application systems.
· Develops, plans, and delivers formal and informal end user training.
· Prepares technical/procedural documentation.
· Researches, tests, and learns new technologies and tools to improve existing and future systems reliability, scalability, security, and availability.
· Assists with installation, configuration, maintenance and other tasks related to JustWare SQL Server databases.
· Performs ad-hoc SQL queries, as needed.
· Coordinates support activities with other IT personnel and participating in projects under direction of the IT Director.
· Attends meetings as required.
· Performs other duties as related to information technology systems.





	RELATIONSHIPS

	Works under the direction of the Information Technology Director and works closely with the Applications Support Team Lead. This position requires excellent customer service and organizational skills to support administrative personnel, department supervisors, staff, and DAC customers. Promotes a positive work environment by maintaining respectful interactions with DAC members. This position requires the ability to function successfully in both team and independent work environments.

	Supervisory Responsibilities

	None.


	work experience requirements

	
· 3+ years Day-to-Day Operational Support and Maintenance of database applications
· 3+ years using reports development tool(s).
· 3+ years using SQL 
· 3+ years using software development language(s) and tools.
· 3+ years experience using applications life cycle methodology


	education requirements

	
A bachelor’s degree from an accredited college or university in computer science or a related field and three years of experience in applications or web site development.  Experience may substitute for education on a year-for-year basis as follows: graduation from high school or equivalent and six years working in computer related areas; three years of the computer experience must be with applications running on Microsoft Windows 200X servers or other small to midrange computing systems running Windows, LINUX or UNIX or other OS.

	Physical demands

	
While performing the duties of this job, the employee is regularly required to talk and listen. Specific vision abilities required by this position include close vision, color vision, depth perception, ability to adjust and focus, and the ability to see clearly at 20 feet or more.

	Work Environment

	
While performing the duties of this job, the employee frequently handles emergency or crisis situations and may be subject to varying and unpredictable situations and work hours. The employee is subject to frequent interruptions, multiple calls and inquiries, and may occasionally handle absentee replacement on short notice. The noise level in the work environment is usually moderate.

Infrequent in-state travel may be required, and out-of-state travel for training may be required, but would be rare.


	

	Reviewed By:
	
	Title
	Director Of Information Technology

	Approved By:
	
	Title
	Executive Coordinator, DAC
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