
CIVIL SERVICE DEPARTMENT 
REQUEST FOR CIVIL SERVICE COMMISSION ACTION GUIDELINES 

RREEQQUUEESSTT  FFOORR  PPRROOVVIISSIIOONNAALL  AAPPPPOOIINNTTMMEENNTT  

((NNoonn--pprroommoottiioonnaall  ccllaassssiiffiiccaattiioonnss))  
Civil Service Rules and Regulations     Section 43 

Civil Service Commission Policy           Section 1.02  

 
Form completed by:  Betsy Grazier, Admin. Analyst, Harbor             Date:12-12-17 
                                             Name/Title/Department 

Section 1: To be completed by requesting department. To be Completed 
by department 

Civil Service 
Dept. 

Verification 

 

A requisition is required.   The requisition number is: # HD 17-045.  
Has the requisition been received in the Civil Service Department? 

 
 

Yes    No 

 
 
 
 

 
 

 
If an eligible list or priority list exists for the classification and, if not, when the eligible list 

expired?  Eligible list Test #1 expired 7/4/17; eligible list Test #2 expired 7/15/17  

 
 
Yes    No 

 

 
Is any other department impacted? 
If yes, which department: __________N/A___________________________ 

 
Yes    No 

 

 
Are you submitting all required documents the Civil Service Department?  

• Completed provisional application. 

• Copies of any documents required on the last job bulletin such as proof of 
license, education, certificate, etc. 

• Copy of most recent job opportunity bulletin. 

 
 

Yes    No  

 

Yes    No  

Yes    No 

 

Section 2: Points to be addressed in request. 

 

Candidate’s Name. Todd Thienngern 

  

 
Is the candidate a current City employee? 

 
Yes    No 

 

 
Title of classification – brief description of duties. OFFICE SYSTEMS ANALYST III:  
Network engineer responsible for network architecture and design; administration of IT 
network infrastructure. 

  

 
Explanation of a clear operational necessity to fill the position or a clear detriment to the 

City if the position is not filled quickly.  See attached memo 

 
 
 

 

 
Does the proposed appointee meet the minimum qualifications for the classification? 

 

Yes    No 

 

 
An explanation of the recruitment plan used to select the proposed appointee.  Posted 
8/24-9/15/17; 3 candidates interviewed 

 
 

 

 
The employee has been notified of the conditions of a provisional appointment. 

 

Yes    No 

 

 
The following should be in attendance at the Civil Service Commission meeting: 

• Requesting department. 
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CIVIL SERVICE DEPARTMENT 
REQUEST FOR CIVIL SERVICE COMMISSION ACTION GUIDELINES 

 Notes: 
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On December 12, 2017, the Civil Service Department received a Request for Provisional Appointment and additional documentation from the Harbor Department, in accordance with the provisions of Article V, Section 43 of the Civil Service Rules and Regulations.  Requisition #HD 17-045 for the Provisional Appointment request was received on July 7, 2017 and is on file with the Civil Service Department.The Provisional Appointment is for Todd Thienngern, to the position of Office Systems Analyst III in the Information Management Division with the Harbor Department.  Mr. Estrada Thienngern is currently a contracted Office Systems Analyst for the Department.The Harbor Department has an immediate need for the Office Systems Analyst position, which currently has one budgeted vacancy.  There are 18 classified employees in this classification for the Harbor Department, 6 of whom are at the grade level III.  The current vacancy is critical to the Department’s operations in ensuring the network information infrastructure runs efficiently and without interruption. Other duties of the classification include the following:  information technology project management; systems design and implementation; end user support; developing solutions and coordinating resolutions through vendors; installing and maintaining complex software application systems; and maintaining system standards and documentation.Civil Service staff plans to start the recruitment process of Office Systems Analyst in January 2018.
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SUGGESTED ACTION:Staff recommends approval of Mr. Thienngern’s provisional appointment to Office Systems Analyst III. Staff has reviewed Todd Thienngern’s provisional application and determined that he has met the minimum qualifications for the Office Systems Analyst position as stated in the past job bulletin (2015 bulletin is attached.)  Mr. Thienngern has been notified by the department and Civil Service of the conditions of the provisional appointment and that this appointment will be an item on the Commission agenda for December 20, 2017. A representative from the Harbor Department will be present at the Commission meeting. 
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12/12/2017 Job Bulletin

https://agency.governmentjobs.com/longbeach/job_bulletin.cfm?JobID=1224086 1/4

City of Long Beach 
 Employment Opportunity

OFFICE SYSTEMS ANALYST I - III
 Job Number: ND4AN-16

SALARY: $2,691.52 - $4,736.32 Biweekly 
$5,831.63 - $10,262.03 Monthly 

OPENING DATE: 09/04/15
 
CLOSING DATE: 10/09/15 04:30 PM

DESCRIPTION:

Accepting online  applic ations only. Apply 24 hours a day beginning at 7:30 a.m.,
September 11, 2015 through 4:30 p.m., October 09, 2015. 

 
This  employment opportunity offers posit ions in  the Harbor Department. There are
three(3) vacancies in t he Harbor Department, Information Management div is ion. 

EXAMPLES OF DUTIES:

Under limited supervision, performs specialized technical work pertaining to information
technology project management, systems design and implementation, administration and end
user support activities; analyzes application software and systems, defines problems and
develops solutions or coordinates resolutions through the use of vendors; evaluates end user
requests and analyzes current business processes to determine appropriate steps to be taken to
improve business processes; installs, customizes, and maintains complex software applications
and related hardware; defines backup, recovery and security procedures for critical business
systems; develops, maintains and/or updates systems standards and documentation; may
prepare or evaluate training materials and manuals; may act in a lead or supervisory capacity;
and performs other related duties as assigned.   

REQUIREMENTS TO FILE:

Candidates must meet both A and B requirements in  order to qualif y for posit ion:

A.  Bachelor's degree from an accredited four-year college/university with major coursework in
Computer Science, Computer or Management Information Systems or a closely related field
(proof required)*. Experience offering specific and substantial preparation for the duties of the
position may be substituted for the required education on a year-for-year basis. 

 
AND

B. Two years (full-time equivalent) of experience managing Geographic Information System
(GIS) OR Service/Help Desk experience, OR Systems Engineering managing large information
technology projects or managing and maintaining large, complex critical business systems and
managing large server infrastructures or computer aided design systems.

Thorough knowledge of the principles, techniques and methods used in acquiring, developing,
implementing and/or enhancing computer hardware and software, where applicable. Effective
oral and written communication and interpersonal skills.

A valid driver's license and a current DMV record must be submitted to the hiring department at
time of selection interview. Willingness to work an irregular schedule, including nights,
weekends and holidays.

Proof of required documents must be uploaded to the onlin e applic ation at time of
filing *.
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12/12/2017 Job Bulletin

https://agency.governmentjobs.com/longbeach/job_bulletin.cfm?JobID=1224086 2/4

DESIRABLE QUALIFICATIONS: Project Management Professional (PMP), Microsoft Certified IT
Professional (MCITP), ESRI Certification and training classes in ESRI/Trimble Products, Certified
Cisco Network Association (CCNA), and Information Technology Infrastructure Library (ITIL)
foundation is desirable.  

SELECTION PROCEDURE:

Application Packet.....................................................................................Qualifying
 This examination will be conducted using the continuous non-competitive procedure. All

applicants meeting the requirements to file will be placed on the eligible list, with those
receiving Veteran's Credit first, and then in the order in which applications were filed. The
eligible list will remain in effect for at least six months. Eligible lists may be established
periodically.

 
I f you do not receive notif ication of the status of your applic ation by October 23,
2015, conact the Civ il Service Department at (562) 570-6202. 

 
In support of the City's Language Access Policy, bilingual skills (Spanish, Khmer or Tagalog) are
desirable for some positions interacting with the public. 

 
This information is available in alternative format by request at (562) 570-6202.

 
                              An Equal Employment Opportunity Employer

 
 

ND4AN-15B    SG                                   9/2/15

 

This information is available in an alternative format by request at the agency contact on the
bulletin. If a special accommodation is desired, please contact the agency two (2) business days
prior to the test, if applicable.

An Equal Employment Opportunity

 

APPLICATIONS MAY BE FILED ONLINE AT:
 https://www.governmentjobs.com/careers/longbeach

 
Civil Service Department

 333 W. Ocean Blvd., 7th FL
 Long Beach, CA 90802

 (562) 570-6202
 

civilservice@longbeach.gov
 

Position #ND4AN-16 
OFFICE SYSTEMS ANALYST I - III 

SG

OFFICE SYSTEMS ANALYST I - III  Supplemental Questionnaire

 
* 1. INSTRUCTIONS: The purpose of the supplemental questions is to derive more specific

information about your qualifications for this position. Resumes may be submitted, but it
will not be considered in lieu of application, do not state "see resume" as a response on
the supplemental application as it will not be considered. The application, proofs and the
questions below will serve as the basis for qualification. Applicants must clearly
demonstrate their qualifying experience on the job application. It is to the applicant's
advantage to read each question carefully, clearly answer all questions and document all
job-related education, training and experience as required.

All required proofs must be submitted w ith the applic ation at time of filin g. Late
proofs w ill not be accepted. Do you understand the in formation stated in  the
"Instructions"  section above?

 Yes     No

https://www.governmentjobs.com/careers/longbeach
mailto:civilservice@longbeach.gov
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12/12/2017 Job Bulletin

https://agency.governmentjobs.com/longbeach/job_bulletin.cfm?JobID=1224086 3/4

 
* 2. II . REQUIREMENTS TO FILE: EDUCATION: Please indicate under which Educational

option you meet below: Proof of college or university degrees required with the
application if a degree option is selected*

 Bachelor's degree from an accredited four-year college/univerity with major course
work in Computer Science, Business Information Systems, or a closely related field.

  Master's degree degree from an accredited four-year college/univerity with major
course work in Computer Science, Business Information Systems, or a closely related
field.

  I do not have a degree, but have 6 (or more) years of relevant experience to substitute
for education and the required experience.

  None of the above applies to me.
 * 3. EXPERIENCE: Please indicate the years of experience (full-time equivalent) you have in:

Geographic  Information System (GIS) OR Help  Desk/ Service experience OR
Systems Engineering managing lar ge in formation technology projects or
managing and main tain ing larg e, complex crit ical business systems and
managing larg e server inf rastructure or computer aided design systems.

 0 to 1 year and 11 months of experience
  2 to 3 years and 11 months

  4 to 5 years and 11 months
  6 to 7 years and 11 months
  8 years and more

 * 4. Select the area(s) below in which you have the required the years you indicated above
(selected area(s) must be indicated on application):

 Geographic Information Systems (GIS) and managing computer aided design systems
  Service/Help Desk

  Systems Engineer (Managing large information technology projects or managing and
maintaining large complex critical business systems and managing large server
infrastructures)

  None of the above
 * 5. Describe your experience with Geographic  Information Systems (GIS) below. Indicate

the Name of Employer/Position Title/Duties/ Dates of Employment/Hours each week for
each qualifying work experience. If you have no experience, indicate "N/A".

* 6. Describe your experience with Service/ Help  Desk below. Indicate the Name of
Employer/Position Title/Duties/ Dates of Employment/Hours each week for each qualifying
work experience. If you have no experience, indicate "N/A".

* 7. Describe your experience as a Systems Engineer managing larg e in formation
technology projects or managing large complex business systems and/ or large
servers below. Indicate the Name of Employer/Position Title/Duties/ Dates of
Employment/Hours each week for each qualifying work experience. If you have no
experience, indicate "N/A".

* 8. Describe your knowledge and/or experience of the principles, techniques and methods
used in acquiring, developing, implementing and/or enhancing computer hardware and
software below. Indicate "N/A" if you do not possess this knowledge.

* 9. Are you willing and able to work occasional nights, weekends, holidays and shifts as
needed?
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 Yes
  No

 * 10. III . DESIRABLE QUALIFICATIONS: Indicate by checking the appropriate box(es) if you
possess certification in any of the following areas (proof required)*.

 Project Management Professional (PMP)
  Microsoft Certified IT Professional (MCITP)

  ESRI Certification and training classes in ESRI/Trimble Products, Certified Cisco
Network Association (CCNA)

  ArcGIS Desktop Associate Certificate, and Information Technology Infrastructure
LIbrary (ITIL)

  I do not possess any of the above certifications
 * 11. Describe the related work experience for the area(s) that you indicated above. Indicate

"N/A" if you do not have any related work experience.

* 12. ADDIT IONAL EXPERIENCE AND/ OR KNOWLEDGE Describe any additional experience
and/or knowledge that you would like considered when evaluating your application.

* 13. IV. GENERAL QUESTIONS Are you claiming Veteran's Preference? Note: If you answer
"YES", a copy of your DD-214 Member 4 Form (or other appropriate documentation) must
be attached with your application at the time of filing.

 Yes     No
 
* 14. I understand that my application will not be considered unless I submit all the required

proofs, such as degrees, transcripts, certifications with the application at time of filing and
late proofs will NOT be accepted.

* 15. I certify that I have personally provided the information above and that it is accurate and
complete to the best of my knowledge. I understand that any falsification of any
information may cancel any terms, conditions, or privileges of employment. I also
understand that if I am offered employment, I will be required to successfully pass a
medical examination and a background check and employment is contingent upon
successful completion of both.

 Yes     No
 
* Required Question
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