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	JOB DESCRIPTION

	Job Title:
	Solutions Developer/Designer (OIT-005)
	Salary Grade:
	12

	Status:
	Non-Exempt
	Supervisor:
	Information Technology Manager

	Unit:
	Information Technology
	Department:
	Operations 



[bookmark: _Hlk207515741]Founded in 1978, RCAC is a 501(c)(3) nonprofit that operates in 13 western states and Pacific Islands. RCAC serves Indigenous and rural communities through training, technical and financial resources, and advocacy so low-income rural communities can achieve their goals and visions. Throughout RCAC’s history, our dedicated staff and active Board have supported positive change in rural communities across the West. Our work reflects our core values of leadership, collaboration, commitment, quality, and integrity.

Department:  
[bookmark: _Hlk148170411]The Operations department under the direction of the Chief Operating Officer (COO) is responsible for   agency operations including building management, procurement, events, grants and contracts administration, staff operations, meeting planning and information technology. In addition, the operations teams support corporate initiatives such as wellness, training strategy, and the Vector Fund. 

Corporate operations staff works to safeguard the reputation and the resources of RCAC, so the organization and its clients thrive. Staff work with internal and external clients in support of the work. The outcomes of operations work include compliance with regulations and cost containment in support services. 

General Purpose: 
Under general supervision of the Information Technology (IT) Manager, this role gathers, analyzes, designs, and develops custom business solutions using various development tools. Implements changes and additions to existing systems based on staff requirements or issues with the current system.
 
Specific job goals, objectives, and tasks are established for each employee as part of the annual evaluation and work plan process. The statements are intended to describe the general nature and level of work being performed by people assigned to this job. They are not intended to be an exhaustive list of all qualifications, responsibilities, duties, and skills required.

Job Duties and Responsibilities:
· Collaborates with employees, IT, and other stakeholders to identify user requirements, assess available technologies, and recommend solution options. 
· Creates, documents, designs, tests, debugs, refines, and implements new business solutions.
· Interprets and documents system requirements and specifications; identifies all required authorizations, reports, interfaces, conversions, and enhancements.
· Responds to and addresses requests for service from business process owners.
· Configures systems to specifications using configuration and implementation tools, ensuring functionality is developed as specified.
· Uses all resources available to resolve programming and configuration problems; logs unknown errors and solicits assistance.
· Develops custom reports, interfaces, and conversion.
· Runs preliminary tests before end-user testing; works closely with business process owners to develop and maintain test scenarios and procedures; develops and maintains integration test scenarios.
· Proactively anticipates project deviations; takes immediate corrective action and makes timely decisions.
· Assists business process owners with changes created by upgrades and add-ons.
· Provides IT orientation to newly hired staff and provides ongoing training to end users. 
· Administers various IT systems and platforms. 
· Acts as backup for IT functions as assigned.
· Manages internal proprietary systems. 
· Performs other related duties as assigned.

Supervision Exercised:
· No supervisory responsibilities. 

Minimum Qualifications and Necessary Requirements:
· EQUIVALENT combination of education and experience can meet minimum qualifications. 
· EDUCATION: Bachelor’s degree in computer science, management information systems or related field.
· LICENSE/CERTIFICATION: Valid driver’s license and proof of insurance that meets the minimum requirements ($100,000/$300,000) of RCAC corporate liability policy. 
· EXPERIENCE: Two years of experience in SharePoint development and programming. Proficient computer skills with Microsoft Office programs. 

Knowledge, Skills, and Abilities:
· Strong critical and analytical thinking skills.
· Knowledge of the system development life cycle and development best practices.
· Knowledge of computer programming languages, including HTML, JavaScript, and SQL.
· Knowledge of application design and programming basics.
· Knowledge of SharePoint development and basic SharePoint administration.
· Knowledge of Microsoft Power Platform applications including Power Automate, Power BI, Power Apps, and Power Virtual Agents.
· Knowledge of federal copyright laws as they pertain to the use of computer software. 
· Skill in organizing resources and establishing priorities. 
· Skill in operating various word-processing, spreadsheets, and database software programs in a Windows/Microsoft Office Suite environment.
· Skill in analyzing problems, projecting consequences, identifying solutions, and implementing recommendations.
· Ability to plan, implement, evaluate, and troubleshoot system applications. 
· Ability to design, develop, and implement integrated software systems solutions to meet organizational requirements. 
· Ability to develop and write user documentation and guides for systems and applications.
· Ability to provide a range of systems training and support activities for users. 
· Ability to effectively communicate verbally and in writing.
· Ability to interact and maintain good working relationships with individuals of varying social and cultural backgrounds, employees, and officials.
· Ability to work independently and meet strict timelines.
· Ability to make solid decisions and exercise independent judgment. 
· Ability to analyze situations and adopt appropriate courses of action.
· Ability to maintain privileged confidential information. 

Preferred Requirements:
· Two years of experience in enterprise systems.
· Experience programing using SQL, MS Access, and scripting languages.
· Must pass a background investigation.

Physical Demands:
While performing the duties of this job, the employee is regularly required to sit and stand; use hands to finger, handle, or feel; reach with hands and arms; and talk or hear. The employee frequently is required to walk. The employee occasionally is required to stand, stoop, kneel, crouch, or crawl. The employee must occasionally lift and/or move up to 25 pounds. Specific vision requirements include close vision, distance vision, color vision, and depth perception.

Working Conditions:
Work is typically performed in an office with a moderate noise level. Evening and/or weekend work may be required. Extended hours and irregular shifts may be required. 

Employee’s Certification: 
The above statements are intended to describe the general nature and level of work being performed. They are not intended to be construed as an exhaustive list of all responsibilities, duties, and skills required of personnel so classified. I understand that this job description is subject to change by RCAC as the needs and requirements of the position change.


_____________________________________	_____________________________
Employee’s Signature					Date





3
RCAC is an equal opportunity employer and considers all employees and job applicants without regard to race, religion, color, gender, sex, age, national origin, disability, veteran status, sexual orientation, gender identity or marital status, or any other status protected by law. RCAC strives to reflect the diverse constituencies that the organization serves.
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