
REGIONAL CENTER OF THE EAST BAY 
CONFIDENTIAL JOB DESCRIPTION 

 
POSITION TITLE: Information Systems Analyst - Confidential 
 
SALARY RANGE: $2,196.82 to $2,943.94 Bi-weekly  
   $57,117.32 to $76,542.44 Annual 
 

REPORT TO:  Manager, Information Systems 
 
LOCATION:  San Leandro, CA.  
 
SPECIFIC DUTIES: 
Under general supervision, this position is responsible for the operations of all RCEB applications systems, including 
the operating environment, applications updates and maintenance, report writing, website management, user training 
and other related assignments. Duties include but are not limited to: 
  
1. Provide system technical support, such as implementation of system updates and resolving system problems. 
 
2. Implement, maintain and update financial systems. 

 
3. Develop database queries and reports for management analysis. 
 
4. Participate in all critical application related projects, including updating rates adjustment and implementing new 

applications. 
 
5. Provide system operational support such as backup and restore of files; purging obsolete files; monitoring system 

performance, maintaining user profiles, etc. 
 
6. Provide staff training and operational support on applications, such as application operation; printing reports, etc. 
 
7. Consult with management and staff to identify areas for operational improvement within RCEB applications for 

implementation. 
 
8. Perform other related duties as required. 
 
MINIMUM QUALIFICATIONS: 
1.    College degree in Computer Science or closely related field highly desirable. 
 
2.    IBM AS400 iSeries experience highly desirable. 
 
3.   Ability to identify and resolve basic system problems and malfunctions. Strong problem-solving and analytic skills. 
 
4.  Demonstrated understanding of database and report-writing skills desirable. Experience with or willingness to learn 

unique regional center fiscal and case management systems. (UFS and SANDIS). 
 
5.  Experience working within a social service organization preferred. 

 
6.  Knowledge of accounting principles preferred. 

 
7. Excellent organizational skills; ability to handle multiple projects and follow through within timeframes. Ability to 

work independently. 
 
8. Excellent oral and written communication skills. 
 
9. Valid CDL and reliable, insured transportation required. 

 
10.  Demonstrate cultural awareness and sensitivity and an ability to work effectively with culturally diverse 

populations. 
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