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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

9770 & 9771-PROC
ANALYST’S INITIALS

SJ
DATE

4/15/15


	YOU MUST BE A PERMANENT OR PROBATIONARY STATE EMPLOYEE, A FORMER PERMANENT OR PROBATIONARY EMPLOYEE OR ON AN EMPLOYMENT LIST FOR THIS CLASSIFICATION IN ORDER TO APPLY FOR THIS POSITION.

	CLASS TITLE

Associate Governmental Program Analyst
	POSITION NUMBER

306-520-5393-xxx
306-520-5393-014
	TENURE

 FORMDROPDOWN 
 
	TIME BASE

 FORMDROPDOWN 
 
	CBID

RO1

	OFFICE OF

Procurement Division
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY

AGPA

$4,488 - $5,618

 

	SEND APPLICATION TO:

Dept of General Services

Procurement Division

707 Third Street,  2nd Floor, Room 2-230
West Sacramento, CA 95605
MS 2-212
Attn:  Darlene McCormick
	REPORTING LOCATION OF POSITION

707 3rd Street, 2nd Floor
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 8:00 a.m. - 5:00 p.m. 
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916)  375-4333
	PUBLIC PHONE NUMBER

(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE

Robert Door, Staff Services Manager II/Supervisory
	FILE BY

April 29, 2015


	br> For a complete duty statement please email darlene.mccormick@dgs.ca.gov<br>
<br>

SELECTION CRITERIA: Please reference RPA #9770 & 9771 on your application. (2 positions available).<<br>
· SROA/Surplus employees are encouraged to apply. <br> 
· Transfers, reinstatements, or recruitment from the employment list may be considered.  Consideration may be given to applicants on another Department’s employment list, provided the criteria are met to transfer the eligibility from the employment list to DGS’ employment list <br>
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. <br>
<br> 
This position is designated under the Conflict of Interest Code. The position is responsible for making, or participating in the making of governmental decisions that may potentially have a material effect on personal financial interests. The appointee is required to complete form 700 within 30 days of appointment. Failure to comply with the Conflict of Interest Code requirements may void the appointment. <br
<br>
The Department of General Services’ (DGS) Core Values and Employee Expectations are key to the success of the Department’s Mission. That mission is to “Deliver results by providing timely, cost-effective services and products that support our customers.”   DGS employees are to adhere to the Core Values and Employee Expectations, and to perform their duties in a way that exhibits and promotes those values and expectations.<br>b> 

<br>
All work will be performed in accordance with all applicable state laws, policies, and/or guidelines of the Department of General Services (DGS), including the State Contracting Manual (SCM) and the State Administrative Manual (SAM). <br> 
 <br> 
ESSENTIAL FUNCTIONS <br> 
Maintains, and improves procurement and contracting policies and procedures in accord with State statutes (e.g., the Public Contract Code and Government Code), the SAM, the SCM, the Statewide Information Management Manual (SIMM), Management Memorandums, and similar administrative documents.  <br>
· Drafts and promulgates new and updated procurement policies primarily but not exclusively for the SCM and SAM.<br> 
· Researches and analyzes State law, the SCM, the SAM, Executive Orders, Management Memos and other sources to analyze current and potential procurement policies for Information Technology (IT) and non-IT goods on behalf of the Policy Unit.  <br>
· Researches best practices in the commercial sector, federal environment and other states.  Using this research identifies inconsistencies, gaps and inaccuracies among statutes, codes, and state administrative procurement documents and develops policy documents, which correct these problems.  <br> 



	THE STATE OF CALIFORNIA IS AN EQUAL OPPORTUNITY EMPLOYER TO ALL, REGARDLESS OF AGE, ANCESTRY, COLOR, DISABILITY (MENTAL AND PHYSICAL), EXERCISING THE RIGHT TO FAMILY CARE AND MEDICAL LEAVE, GENDER, GENDER EXPRESSION, GENDER IDENTITY, GENETIC INFORMATION, MARITAL STATUS, MEDICAL CONDTION, MILITARY OR VETERAN STATUS, NATIONAL ORIGIN, POLITICAL AFFILIATION, RACE, RELIGIOUS CREED, SEX (INCLUDES PREGNANCY, CHILDBIRTH, BREASTFEEDING AND RELATED MEDICAL CONDITIONS), AND SEXUAL ORIENTATION. (  IT IS THE OBJECTIVE OF THE STATE OF CALIFORNIA TO ACHIEVE A DRUG FREE WORK PLACE.  ANY APPLICANT FOR STATE EMPLOYMENT WILL BE EXPECTED TO BEHAVE IN ACCORDANCE WITH THIS OBJECTIVE BECAUSE THE USE OF ILLEGAL DRUGS IS INCONSISTENT WITH THE LAW OF THE STATE, CIVIL SERVICE RULES, AND A SPECIAL TRUST PLACED IN PUBLIC SERVANTS.

DGS JOB HOTLINE PHONE (916) 322-5990                (            CALIFORNIA RELAY SERVICE FROM TDD PHONES 1-800-735-2929

GS1T (REV. 1/98) - BPM 03/00


	 CLASS TITLE

Associate Governmental Program Analyst
	POSITION NUMBER

306-520-5393-xxx

306-520-5393-014
	RPA NUMBER

9770 & 9771-PROC 
	FILE BY


4/29/15

	ESSENTIAL FUNCTIONS cont. <br> 
· Develops and enhances internal and external procurement policy and procedure documents, by writing clear uniform policy.  

· Establishes or revises the processes to be followed and methodologies used to publish and archive policy on the internet or intranet. <br> 
· Keeps current with events and policy through subscriptions to relevant information sources (Budget Letters, Technology Letters, Management Memos, Broadcast Bulletins, Executive Orders, etc.).  <br> 
· Maintains a strong understanding of emerging policy issues affecting PD, and reports these to the Policy Manager with well thought out solutions.  <br> 
<br> 
Writes clear, concise comprehensive position/policy/issue papers, Management Memos, Broadcast Bulletins, Administrative Orders, PD-Policy Updates, policy memos, updates to manuals (e.g.: SAM, SCM), and guidelines by:   <br> 
· Identifying and defining the policy problem or issue that necessitates and warrants the development of a policy/position/ issue paper and/or revisions to policy memorandums, manuals, and other high-level briefing documents.         <br>                                                                                                                        

· Compiling and analyzing source information from PD and DGS program representatives and other subject matter experts, e.g., reviewing existing literature and publications (Internet, DGS publications, and other publications), reference documents and meeting with subject matter experts. <br> 
· Ensuring the appropriate procedures for production and promulgation of documents by working directly with program staff and administrative support personnel and monitoring the distribution, release and archiving of documents.<br>
<br>
As a representative of the Policy Unit, independently provides and presents research analysis, interpretations, information, and recommendations to the Policy Manager, Branch Chief, or Deputy Director and other stakeholders to enable effective PD policy decision making.  Incumbent independently provides consultative services by communicating the impact or potential conflict with statutes, regulations, or policies that may affect PD and recommends specific actions.  <br> 
· Presents policy to the PD staff, Policy Manager, Branch Chief, DGS Executives and other stakeholders. <br> 
· Represents the Policy unit at meetings such as the Legal or Purchase Authority Round Table meetings.  <br> 
· Acts as a Subject Matter Expert on various statewide procurement policy or procedure issues for internal and external meetings, forums with vendors, and the public. <br> 
· Facilitates or participates in meetings with PD staff and teams comprised of PD staff or other stakeholders to enable business improvement.  <br> 
· Tracks FI$Cal (Financial Information System for California) readiness and functionality pertaining to statewide procurement policies, procedures, forms, and processes in order to address policy change implications. <br> 
· Collaborates and consults with the policy team at the Department of Technology in the development of IT procurement policies and procedures pertaining to the SAM, SIMM and SCM resources.  <br> 
· Professionally answers inquiries from internal and external customers with useful, timely, and appropriate information regarding procurement law, policies, and procedures. <br> 
<br> 
MARGINAL FUNCTIONS  (completion required)<br> 
· Creates or edits intranet and internet web pages.  

· May be called on to respond to other requirements related to division activities in order to maintain critical processes and programs under the direction of the Policy Manager. br> 
 <br> 
KNOWLEDGE AND ABILITIES <br> 
Knowledge of: Principles, practices, and trends of public and business administration, management, and supportive staff services such as budgeting, personnel, and management analysis; government functions and organization; and methods and techniques of effective conference leadership. <br> 
 <br>
Ability to: Reason logically and creatively and utilize a variety of analytical techniques to resolve complex governmental and managerial problems; develop and evaluate alternatives; analyze data and present ideas and information effectively both orally and in writing; consult with and advise administrators or other interested parties on a wide variety of subject-matter areas; gain and maintain the confidence and cooperation of those contacted during the course of work; coordinate the work of others, act as a team or conference leader; and appear before legislative and other committees.<br> 
br>  
DESIRABLE QUALIFICATIONS <br> 
· Intermediate proficiency with a personal computer, appropriate software programs and the internet;  <br>
· Proficient use of Microsoft Office: Word, Excel, PowerPoint and Outlook. <br> 
· Experience with publishing software applications, especially FS Pro (Information Mapping) <br> 
· Proficient in the use of SharePoint and Vision <br> 
· Experience with writing effective manuals, technical documents, and/or publications <br> 
· Experience in analyzing and interpreting laws, policies and regulations. <br> 
· Ability to organize information using proven methodologies: chunking, hierarchical, categorical, tabling, mapping, etc. <br>
· Experience in public speaking  <br>
· Knowledge of DGS mission and values <br>
· Experience with web design and content editing for customer service-driven webpages in DNN<br>
<br> 
SPECIAL PERSONAL CHARACTERISTICS <br> 
· Familiarity with and sensitivity to the priorities, mission and goals of the Administration, Department, and Procurement Division <br> 
· Handle sensitive and confidential assignments with tact and diplomacy <br> 
· Effectively manage multiple and conflicting priorities to meet mandated timelines <br> 
· Ability to prioritize multiple assignments and accept shifting priorities <br> 
· Ability to work effectively under stress. <br> 
<br> 
ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES <br> 
· Professional office environment, appropriate business attire required <br> 
· Daily use of phone, fax, copiers, and general office equipment.  <br> 
· Occasional use of cell phone, pagers, and laptop computer. <br>
· Multiple hours daily using a personal computer and related applications and peripherals at a workstation <br> 




