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PROJECT ANALYST  

 
SALARY GRADE:  C1-60 
 
DEFINITION:   
 
Under the direction of an assigned supervisor, this position will gather, analyze, and convey user requests and requirements to 
support the maintenance, development and implementation of administrative and academic applications and data 
query/reporting analysis.  This position will also develop and maintain a knowledge base of business workflows as they relate to 
administrative, academic and LAN applications; provide functional and high level technical support, training and assistance to 
users and Educational Technology Services (ETS) staff in the performance of their daily activities; develop documentations and 
training materials and assist senior management in collection of technology requirements for new or upgraded services. 
 
DISTINGUISHING CHARACTERISTICS: 
 
The Project Analyst shall demonstrate technical understanding and flexibility to learn new technology; programming, web 
application and database experience; and work under tight deadlines and pressure. 
 
EXAMPLE OF DUTIES AND RESPONSIBILITIES: 
 
Depending upon assignment, duties may include, but are not limited to, the following:  
 

1. Conduct user needs analysis and plans, designs, analyzes, implements and maintains applications systems solutions.   
 
2. Consult with users regarding applications programming requests, applications training, user support and 

troubleshooting.  Gather requirements from the business line users for various systems. 
 

3. Analyzes user applications programming requests related to overall program goals and system functionality; 
recommend solutions to improve efficiency.   

 
4. Use strong communication skills, both verbal and written, with particular emphasis on the production of clear and 

detailed written business requirements and functional specifications.  Track and fully document changes to functional 
and business specifications. 

 
5. Work with clients to plan, organize and conduct business process reengineering and change management projects. 
 
6. Lead in Quality Assurance (QA) and User Acceptance Testing (UAT) of new system functionality.  Develop functional 

and technical documentation and test plans.  Conducts document and applications tests, evaluates results in 
accordance with QA standards. 

 
7. Perform/organize user acceptance testing; prepare project status reports for senior management. 
 
8. Provide support to help desk, guiding clients to resolve issues as they emerge. 
 
9. Conduct programming assignments in report, data query, web content, and business workflow.  Design, develop and 

maintain database applications.  
 
10. Provide technical assistance in training, coaching of classified staff and faculty of new and existing systems; 

Collaborate with ETS staff to ensure training programs are successfully promoted and implemented resulting in a high 
level of satisfaction from participants. 

 
11. Write system documentation and produce training materials; evaluate and revamp training materials as appropriate to 

meet changing technology and user needs. 



 

 
12. Research, evaluate, recommend and use emerging and/or relevant methodologies, languages and technologies. 

 
13. Implement and maintain compliance with current security and service protocol standards. 
 
14. Perform other related duties as assigned. 

 
EMPLOYMENT STANDARDS: 
 
Knowledge of: 
 

1. Applications programming theory, principles and practices. 
2. Current and emerging applications programming and scripting languages and technology. 
3. Current applications development and security practices. 
4. Interpersonal skills using tact, patience and courtesy. 
5. Oral and written communication skills. 
6. Understand and proficient in knowledge of information technology. 
7. Application team development environment. 
8. College operations. 
 

Ability to: 
 

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, religious, 
and cultural backgrounds, disability, and sexual orientation of community college students, faculty and staff. 

2. Analyze and respond to user requests. 
3. Write technical and functional documentation. 
4. Write detailed system level specifications. 
5. Develop and implement test plans for applications. 
6. Interpret technical manuals and apply relevant information. 
7. Communicate effectively and interact both orally and in writing with functional users and technical staff.   
8. Effectively communicate technical concepts to non-technical staff. 
9. Organize and manage development and delivery of training. 
10. Meet schedules and time lines. 
11. Establish and maintain cooperative and effective working relationships with others. 
12. Work in a changing environment and manage multiple priorities.  
13. Work in a team structure. 
 

Education and Experience 
 
Any combination equivalent to: 
 

1. Bachelor’s degree in information technology, business administration or equivalent. 
2. Four (4) to six (6) years of combined analysis, programming, system documentation experience. 
3. Familiarity with JAVA, Database technology, and Software Development Life Cycle. 
4. Familiarity with the latest project documentation and management tools; sample of works. 
 

WORKING CONDITIONS: 
 
Environment: 
 

1. Office environment. 
2. May include travel to conduct work. 

 
Physical Abilities: 
 

1. Hearing and speaking to exchange information in person and on the telephone as well as making presentations. 



 

2. Dexterity of hands and fingers to operate a computer keyboard. 
3. Vision to read various materials. 
4. Standing for extended periods of time. 
5. Bending at the waist, kneeling or crouching. 
6. Lifting, carrying, pushing or pulling objects up to 20 lbs. 
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