	
	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

009804-PMDB
ANALYST’S INITIALS

iws
DATE

4-30-15


	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

AGPA
	POSITION NUMBER

719-407-5393-005

	TENURE

PERMANENT 
	TIME BASE

FULL TIME 
	CBID

R01

	OFFICE  OR BRANCH 
PMDB
	LOCATION (CITY or COUNTY)

707 3rd Street, West Sacramento
	MONTHLY SALARY *
AGPA
$4,488.00-$5,618.00

	8. SEND APPLICATION TO:

RESD/Executive Office
707 3rd Street,  5th floor
West Sacramento, CA 95605
Attn:  Jody Zonneveld
	WORKING DAYS AND HOURS

Mon - Fri,  Days – (8:00 am – 5:00 pm - negotiable)
	

	
	PUBLIC PHONE NUMBER

(916)  376-1860
	CALNET NUMBER


	

	
	SUPERVISED BY AND CLASS TITLE
Staff Services Manager I
	FILE BY

5-11-15


	PLEASE INDICATE RPA  009804 ON YOUR APPLICATION
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.

SELECTION CRITERIA -
· Transfers within the department or appointments from a certification list may be considered.
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled.

ESSENTIAL FUNCTIONS <br>
In order to independently coordinate, develops and prepares the RESD/BPM training plans to maintain an administrative infrastructure that supports the functions required to deliver an effective employee training program the incumbent:

· Create and schedule courses in the ABMS Training Registration System. 

· Process student registrations for classes using automated registration systems, such as the ABMS Training Registration System or a training provider’s external registration system.

· Review class rosters to validate student attendance and participation, and collaborate with Training Coordinators to ensure training classes are recorded for all employees.

· Perform training program evaluations to assess its effectiveness by auditing classes; reviewing lesson plans and course materials; conducting participant evaluations, course surveys, and focus group discussions, etc.; analyzing findings; and identifying opportunities for change or improvement; 

· Formulate effective training delivery strategies consistent with the Department’s training plan; develop new insights into situations and apply innovative solutions to make organizational improvements. 

· Create new and/or update existing training policies, processes, procedures and manuals to provide or clarify direction for DGS staff and managers.

· Develop and make recommendations to resolve complex issues and problems using critical thinking concepts, logical and creative reasoning, and conflict resolution techniques.

· Develop mass communication announcements and documents; prepare complete and comprehensive written reports and briefings on a variety of topics; make effective presentations; represent DGS University at meetings and events.




	CALIFORNIA STATE GOVERNMENT ( EQUAL OPPORTUNITY TO ALL REGARDLESS OF RACE, COLOR, CREED, NATIONAL ORIGIN, ANCESTRY, SEX, MARITAL STATUS, DISABILITY, RELIGIOUS OR POLITICAL AFFILIATION, AGE OR 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

719-407-5393-005

	RPA NUMBER

009804
	FILE BY


5-11-15

	In order to manage and process payments and purchases for training following the guidelines listed above, the incumbent:

· Manages all payments for RESD training requests, invoices or check payments.

· Research and resolve any discrepancies or issues related to RESD invoices or contracts.

· Research and process all incoming invoices and respond to all inquiries.

· Collaborate with RESD business partners to ensure any goods or services pursued are processed accurately, timely, and meet business needs.

· Independently resolves all payment issues promptly by following the department payment and Cal-card guidelines.

· Analyze and research purchase statement and invoices to ensure spending is allowable according to State purchasing guidelines, correct billing and prepare monthly Cal-Card information for OFS,
· Develops and maintains invoice payment tracking system and complies meaningful management reports for the Chief of BPM.

Program Administration/Coordination

Develops and maintains a fully-functioning Injury and Illness Prevention Plan (IIPP) program for BPM following required procedures in order to maintain the health and safety of the employees as regulated by various health and safety agencies:

Plans, organizes, and administers all aspects of BPM’s injury prevention programs to meet the specific needs of the various BPM offices, production, and warehousing locations.

          Reviews and advises management on laws, rules and regulations pertaining to the

          protection of state employees by monitoring the development and keeping abreast of 

          existing, new and changing legislation, compiling data, running reports, etc.

· Works with CalOSHA, State Fire Marshal, BPM/DGS management, employees, employee labor unions, etc. to keep abreast on published State and Federal guidelines as well as any other regulated health and safety agencies to identify and resolve health and safety issues.

· Establishes written preventative policies and procedures in order to maximize employee safety and protection in an industrial environment.

· Researches and works with various health and safety agencies to assist BPM management on ways to improve unsafe work situations either on a case by case basis or as it relates to the office in general.

· Participates in Return-to-Work activities, and temporary limited duty accommodations.

· Provides liaison services between facility, employees, State Compensation Insurance Fund adjusters, physicians, attorneys, Emergency Medical Service (EMS), and other personnel/agencies. 

· Compiles, analyzes, and interprets accident, injury, and lost time statistics, trends, and cost data.

· Maintains CAL-OSHA 300 log, which logs work related injuries and illnesses, on a monthly and annual basis in order to meet the reporting requirements under California Code Regulations (CCR), Title 8. 

· Maintains and inspects all first aid kits/supplies and AED machines for all BPM locations.
Wellness and Training Activities

In order to develop and implement BPM’s wellness education program to increase employee awareness of safe and healthy work practices to reduce work-related injuries the incumbent: 

· Plans, organizes and promotes events such as guest lectures, health information sessions and other events; distributes e-mail notifications regarding significant wellness issues; arranges all logistics for health fairs and guest speakers.

· Develops, coordinates, and leads training on all subjects included in BPM’s Injury Illness Prevention Program (IIPP).

· Coordinates and provides ergonomic services and perform workstation evaluations; provide recommendations to BPM management and staff to assist in injury prevention.

· Plans, organizes, develops, and conducts all tailgate safety related workshops for BPM.

· Conduct health and safety new employee orientation training along with the Industrial Hygienist for all new hires as it relates to physical safety needs for production as well as for an office environment setting.

· Updates and maintains the offices First Aid/CPR/AED training classes and work with training coordinator to schedule employees for health and safety training.

· Maintains and updates health and safety bulletin boards with relevant and up-to-date information.

Compliance Activities 

Ensures BPM meets regulation and compliance standards by:

· Develops methods to maintain compliance with environmental health and safety standards as set forth in Titles 8, 17, 19, and 22 of the California Administrative Code, and accreditation organizations.

· Develops and implements a health and safety inspection program and performs safety and sanitation inspections, evaluates deficiencies and recommends corrective action. 

· Conducts fire drills and simulated emergencies to test plans by having drills (either announced or unannounced) several times a year.  

· Coordinates, schedules, and plans annual hearing test for employees. 
· Coordinates and performs complex industrial safety inspections within the plant and the BPM satellite locations, in preparation for various annual inspections (i.e. State Fire Marshal, Sacramento Fire Department, CalOSHA, etc.), whether announced or unannounced.  
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; and government functions and organization; methods and techniques of effective conference leadership.

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>
DESIRABLE QUALIFICATIONS <br>
· Ability to work independently and take initiative to improve/create processes and systems.
· Ability to use good judgment and take effective action.
· Experience in writing reports, procedures, and manuals.

· Experience in maintaining a webpage. 

· Excellent analytical and problem solving skills.

· Excellent verbal and written communication skills.

· Effective skills in using Microsoft Word, Outlook, Excel, Access, Visio, ABMS, PAL.

SPECIAL PERSONAL CHARACTERISTICS

· Positive attitude, open-mindedness, flexibility and tact

· Commitment to quality customer service.

· Willingness to accept increasing responsibility.

· Dependable, punctual, well-organized and detail oriented.

· Mature judgment, loyalty, poise, tact and discretion.
ADDITIONAL QUALIFICATIONS

· Experience in analyzing and interpreting laws, rules, and regulations.

INTERPERSONAL SKILLS

· Communicate confidently and courteously in a diverse community.

· Ability to work well with a team or independently.

WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES

· Appropriate attire for professional office environment.

· Effectively manage multiple and conflicting priorities and meet mandated timelines.

· Daily use of a PC and related software applications at a workstation.




