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COTA POSITION DESCRIPTION

DIVISION: Innovation & Technology 
REPORTS TO: Manager, Service Desk
UPDATED: 12/20/2024
EEO CODE: 2
GRADE: 106
FLSA STATUS: Exempt


POSITION SUMMARY:
COTA’s Information Technology Asset Management Analyst performs responsible work managing and maintaining the organization's IT assets, including hardware, software, and related services. This role involves ensuring accurate asset tracking, tagging, and inventory management, as well as overseeing software license compliance and optimization. This position collaborates closely with various departments to support asset lifecycle management and contribute to cost-effective IT operations. 

Performs duties in alignment with the COTA Strategic Plan and in support of the organization’s vision To Move Every Life Forward.

ESSENTIAL JOB FUNCTIONS:
Asset Tracking and Inventory Management:
· Maintain an accurate and up-to-date inventory of all IT assets for COTA, including hardware, software, and peripheral devices.
· Implement and manage asset tagging processes to ensure proper identification and tracking of assets.
· Conduct regular audits to verify the accuracy of asset records and address any discrepancies.
Software License Management:
· Monitor and manage software licenses to ensure compliance with vendor agreements and regulatory requirements.
· Track software usage and optimize license allocation to minimize costs and avoid over-licensing.
· Coordinate with software vendors to renew licenses and resolve any licensing issues.
Asset Lifecycle Management:
· Oversee the entire lifecycle of IT assets, from procurement and deployment to retirement and disposal.
· Develop and maintain policies and procedures for asset management, ensuring adherence to best practices.
· Collaborate proactively with IT hardware asset owners to plan for the refresh or upgrade of equipment nearing EOL/EOS.
Data Analysis and Reporting:
· Generate regular reports on asset inventory, usage, and compliance for management review.
· Analyze asset data to identify trends, risks, and opportunities for improvement.
· Provide insights and recommendations to support strategic decision-making related to IT asset management.
Stakeholder Collaboration:
· Work closely with IT support teams to ensure timely deployment and support of IT assets.
· Collaborate with department heads and end-users to understand asset needs and address any issues.
· Provide training and guidance to staff on asset management processes and best practices.
Inventory Management and Procurement Support:
· Keep track of current inventory levels and anticipate future needs.
· Work closely with the Manager, Service Desk to order new equipment and software licenses as required.
· Ensure timely and efficient procurement to avoid disruptions in operations.
· Maintain relationships with vendors and service providers, negotiating contract and managing performance.
OTHER JOB FUNCTIONS:
· Regular, predictable and punctual attendance required; and
· Performs other duties as assigned.
MINIMUM EDUCATION & EXPERIENCE REQUIRED:
· Requires a Bachelor’s degree in Information Technology or Business Administration and three-to-five (3-5) years’ experience in IT asset management or similar role. An equivalent combination of education and experience in a related field will also be considered. 
LICENSES & CERTIFICATIONS:
· ITIL, IAITAM, and/or SAM preferred.

KNOWLEDGE, SKILLS & ABILITIES:
· Strong knowledge of asset management principles, software licensing, and inventory management.
· Knowledge and skills with asset management software and tools (e.g., ITSM Ticketing System, Lansweeper).
· Excellent analytical, organizational, and problem-solving skills.
· Strong oral/written communication 
· Interpersonal skills and the ability interact effectively with various stakeholders.
· Skills with Microsoft Office products;
· Strong documentation skills;
· Highly self-motivated and directed;
· Ability to effectively prioritize and execute tasks in a timely manner; and,
· Ability to work independently and manage multiple tasks in a fast-paced environment.
PHYSICAL REQUIREMENTS:
This position requires exerting up to up to 50 pounds of force occasionally, and/or up to 30 pounds of force frequently, and/or up to 10 pounds of force constantly to move objects and the following additional physical abilities:
· Climbing: Ascending or descending ladders, stairs, scaffolding, ramps, poles and the like, using feet and legs and/or hands and arms. Body agility is emphasized.
· Crawling: Moving about on hands and knees or hands and feet. Crouching: Bending the body downward and forward by bending leg and spine.
· Crouching: Bending the body downward and forward by bending leg and spine.
· Feeling: Perceiving attributes of objects, such as size, shape, temperature, or texture by touching with skin, particularly that of fingertips.
· Fingering: Picking, pinching, typing, or otherwise working, primarily with fingers rather than with the whole hand as in handling.
· Grasping: Applying pressure to an object with the fingers and palm.
· Handling: Picking, holding, or otherwise working, primarily with the whole hand.
· Hearing 1: Perceiving the nature of sounds at normal speaking levels with or without correction. Ability to receive detailed information through oral communication, and to make the discrimination sound.
· Pushing: Using upper extremities to press against something with steady force in order to thrust forward, downward or outward.
· Reaching: Extending hand(s) and arm(s) in any direction.
· Speaking: Expressing or exchanging ideas by means of the spoken word including the ability to convey detailed or important spoken instructions to other workers accurately and concisely.
· Standing: Particularly for sustained periods of time.
· Stooping: Bending body downward and forward by bending spine at the waist. Occurs to a considerable degree and requires full motion of the lower extremities and back muscles.
· Talking 1: Expressing or exchanging ideas by means of the spoken word including those activities in which they must convey detailed or important spoken instructions to other workers accurately, loudly, or quickly.
· Talking 2: Shouting in order to be heard above ambient noise level.
· Visual Acuity 1: Have close visual acuity to perform an activity such as: preparing and analyzing data and figures; transcribing; viewing a computer terminal; and/or extensive reading.
· Visual Acuity 2: Including color, depth perception, and field vision.
· Visual Acuity 3: Visual Acuity to determine the accuracy, neatness, and thoroughness of the work assigned or to make general observations of facilities or structures.
· Visual Acuity 4: Have visual acuity to operate motor vehicles and/or heavy equipment.
· Visual Acuity 5: Have close visual acuity to perform an activity such as: visual inspection involving small defects, small parts, operation of machines; using measurement devices; and/or assembly or fabrication parts at distances close to the eyes.
· Walking: Moving about on foot to accomplish tasks, particularly for long distances or moving from one work site to another.
EMERGENCY DESIGNATION:
· [E-R] Essential (REMOTE) Employees: Employees designated as [E-R] are required to telecommute and remote-in to work. [E-R] employees shall not physically report to work, but are expected to perform duties as assigned from a remote location.
COTA has the right to revise this position description at any time. This position description does not represent in any way a contract of employment.


________________________________			__________________________
Employee Signature:					Date: 

_________________________________			__________________________
Supervisor (or HR) Signature:				Date:



MOVING EVERY LIFE  forward
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