
UNIVERSITY OF SOUTHERN CALIFORNIA

Los Nettos Program Specialist (ITS)

Job Code: 133031

OT Eligible:

Comp Approval:

Provides support in procurement, administration, finance, and project management for Los Nettos 
network and other ITS external network services. Organizes and manages events (e.g., board of 
directors meetings, training sessions, vendor presentations). Manages accounts receivable and 
payable for Los Nettos customers and vendors. Facilitates project planning, budgeting, asset 
management, and customer and vendor relations, in collaboration with team members. 
Demonstrates ITS values in action.

JOB SUMMARY:

JOB ACCOUNTABILITIES:

*E/M/NA % TIME

No

12/2/2019

______ Facilitates effective budget administration, monitoring program revenue and 
expenses, and conducting periodic customer invoicing and billing activities. 
Processes payment collections and monthly service expenses. Ensures orders are 
fulfilled, new equipment processed, and confirms that all vendors receive timely 
payment. Provides detailed analysis of Los Nettos’ financial well-being (e.g., 
quarterly board reports) supporting strategies and growth and innovation in 
programs, projects, and services.

______

______ Maintains awareness of project statuses (e.g., alignment to budget, scope, 
schedule), documenting major risks and/or issues for the board of directors. 
Facilitates procurement of goods and services, reviews vendor proposals, solicits 
quotes, and creates purchase orders. Responsible for maintaining accurate 
records, entering all customer and vendor data into shared databases, and 
collaborating across ITS if legal contracting is required.

______

______ Works collaboratively to build strong customer relationships, advocating for 
customers’ needs and challenges. Maintains currency with emerging technology 
and best practices, leveraging the latest industry knowledge to support the Los 
Nettos vision and facilitate continuous improvements. Sets priorities and develops 
project solutions that enable deployment of new technologies. Contributes to a 
culture of trust and transparency, sharing information broadly and deliberately. 
Actively embodies ITS values and behaviors (e.g., accountability, customer 
service).

______

*Select E (ESSENTIAL), M (MARGINAL) or NA (NON-APPLICABLE) to denote importance of 

each job function to position.

Performs other related duties as assigned or requested.  The university reserves 
the right to add or change duties at any time.

EMERGENCY RESPONSE/RECOVERY:

Essential: No
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JOB QUALIFICATIONS:

SIGNATURES:

Employee: _____________________________________  Date:_____________________________

Supervisor: ____________________________________  Date:_____________________________

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.

In the event of an emergency, the employee holding this position is required to 
“report to duty” in accordance with the university’s Emergency Operations Plan 
and/or the employee’s department’s emergency response and/or recovery 
plans.  Familiarity with those plans and regular training to implement those 
plans is required.  During or immediately following an emergency, the employee 
will be notified to assist in the emergency response efforts, and mobilize other 
staff members if needed.

Yes

Minimum Education:

Associate's degree

Combined experience/education as substitute for minimum education

Minimum Experience:

2 years

Preferred Education:

Bachelor's degree

Preferred Experience:

4 years

Minimum Field of Expertise:

Experience with Los Nettos or similar network/colocation services. Proven experience in 
financial analysis, budgeting, forecasting, and/or reporting. Ability to create effective 
quarterly board reports highlighting upcoming decisions, the progress of various projects, 
and the financial well-being of the organization. Experience conducting billing, payment 
tracking, invoicing, payment collections and processing, managing accounts payable, or 
other similar financial activities. Ability to understand and work with large, complex systems, 
and document workflows and processes. Experience with a variety of procurement 
activities (e.g. soliciting quotes, tracking vendor expenses, generating purchase orders, 
finalizing invoices). Proven ability to adhere to a broad range of compliance requirements. 
Experience with accounting software. Clear customer service orientation, excellent written 
and oral communication skills, and exemplary attention to detail. Ability to develop positive 
working relationships and strong rapport with team members.

Preferred Field of Expertise:

Experience in IT, finance, procurement, administration, program management, or related 
fields. Demonstrated experience reviewing legal contracts for vendor and customer 
agreements. Experience with QuickBooks or similar accounting software.
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The University of Southern California is an Equal Opportunity Employer


