
Midland Central Appraisal District 

Position Descriptions: Systems Analyst 

Title: Systems Analyst





Reports to: Chief Appraiser

Job Summary: Responsible for the activities of the Computer Systems Support Group in meeting project deadlines, and prioritization of work. Responsible for the installation and maintenance of all server hardware, software and peripherals at the District, including Internet access and Web services.
ESSENTIAL DUTIES AND RESPONSIBLITIES

1. Plans, organizes and directs the activities of the Computer Systems Group.

2. Provides for the installation and maintenance of all file servers and network hardware.

3. Provides for the installation, customization, testing, documentation, and maintenance of all system software for the network, PCs, file servers, etc.

4. Assists in the analysis and correction of any system software problems.

5. Analyzes the business needs of the District and recommends network hardware and/or software systems to solve problems with available technology.

6. Provides for the development, documentation and maintenance of all network configurations.

7. Responsible for the monitoring and analysis of all aspects of network systems utilization, data administration, security, space allocation and tuning.

8. Insures the integrity of the backup and restore of all file servers.

9. Primary contact with hardware and software vendors for file servers and network hardware, etc. Provides technical support and recommendations regarding desktop computers.
10. Responsible for user setup, security and maintenance for desktop PCs and Appraisal and Collections software.
11. Develops, maintains, documents all backup and recovery procedures for all production databases, i.e., restores, exports, loads, etc. Insures that the appropriate back-up personnel are trained in the proper use of all database backup and recovery procedures.

12. Provides timely and detailed status reports on all projects.

13. Coaching, mentoring, assisting and training for the staff on technical issues.

14. Responsible for all document submission as required by law to the Property Tax Division.
15. Timely submits all electronic submissions as required or requested by the Property Tax Division.

16. Responsible for maintaining an open line of communication with all outside appraisal and collection vendors and firms regarding the import and export of data to assist in the maintenance of the appraisal and tax roll.

17. Insures that data is entered as required in order to maintain production schedules.

18. Handles input and output media properly for integrity of data and utility of media for subsequent use.

19. Responsible for the review and correction of all system generated error reports.

20. Maintains and imports the Supplemental Appraisal Roll to the collection’s software.

21.  Timely respond to and provide information regarding all requests for public information.
22. Provides on call support to the district as needed.
OTHER ASPECTS OF THE JOB: Heavy user and I.T. staff interface. Responsible for quality assurance of all system software. Other duties as assigned by the Chief Appraiser or the Chief Appraisers designee. 

POSITION REQUIREMENTS: Five years of Hands-on experience with the installation and maintenance of personal computers and networking equipment. Extensive working knowledge of Windows Operating Systems, switches/routers and other networking equipment utilized by the District. Must have good oral, written and interpersonal skills. 

