Position Title:  
      INFORMATION TECHNOLOGY SPECIALIST

Occupational Series: 
     GS-2210

Pay Plan/Grade: 
     GS-05

Major Duties and Responsibilities:

At this basic trainee level, the employee performs specific, well-defined tasks and routine operations designed to orient the employee to the information technology (IT) work of the organization.  The supervisor trains the employee by making progressively more complex assignments to develop technical skills and experience geared toward higher level work in the occupation.  Work products facilitate the work of higher-graded specialists and have little impact beyond the specialized functional area. 

  - Performs routine system tasks as assigned.

  - Resolves routine or common operational problems; recognizes and refers more difficult situations.

  - Collects information from users and responds to customer requests in accordance with established procedures, instructions for special assignments, or readily available system information. 

  - Gathers and analyzes basic facts; organizes documentation to facilitate use by more experienced specialists in troubleshooting problems.

  - Prepares standard, recurring reports.

For both one-of-a-kind and repetitive tasks, the supervisor makes assignments accompanied by clear, detailed, and specific instructions.  The employee uses initiative to carry out recurring assignments in accordance with instructions, and consults with the supervisor or other designated specialists when clarification is needed or in situations not covered by original instructions.  Work is reviewed in progress and upon completion to ensure adherence to directions and that the results are complete and accurate. The employee uses established procedures and specific guidelines to recognize the differences among limited work situations.  Contacts are with employees, supervisors, and managers of the same agency to obtain and exchange information. The work is primarily sedentary and performed in an office.

Technical Competencies:

Knowledge of basic IT principles, concepts, and methodology;

Ability to communicate factual and procedural information clearly, orally and in writing;

Ability to conduct fact-finding, analyze data, and draw conclusions;

Ability to perform developmental assignments, operations or procedures, rapidly learning the technical work and advancing to higher level work in the occupation.

Evaluation Statement:

Factor Evaluation System Levels

1-5       750

2-1         25

3-1         25

4-2         75

5-1         25

6/7-1a    30  

8-1           5

9-1           5

Total    940 = GS-05  (855-1100)

Position Classification Standard Used:

Job Family Position Classification Standard for Administrative Work in the Information Technology Group, GS-2200, May 2001

