	LITTLE HOOVER COMMISSION
	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

GOE-006
ANALYST’S INITIALS

JE
DATE

4/22/2015


	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.


	2. CLASS TITLE

Project Manager I 
	3. POSITION NUMBER

327-100-5424-008 

	4. TENURE

Permanent
	5.  TIME BASE

 FORMDROPDOWN 
 
	6. CBID

R01

	7. OFFICE OF

Little Hoover Commission
	9. LOCATION (CITY or COUNTY)

SACRAMENTO
	13.  FORMDROPDOWN 
 SALARY

PM I

Rg A $4930-$6171
Rg B $5415-$6778


	8. SEND APPLICATION TO:


Little Hoover Commission

925 L Street, Ste. 805

Sacramento, CA  95814

Attn:   Carole D’Elia 

               Executive Director 
	10. WORKING HOURS

Monday  thru Friday,   FORMDROPDOWN 
 - 8 a.m. - 5 p.m.
	

	
	11. PUBLIC PHONE NUMBER


(916)  445-2125
	

	
	12. CALNET NUMBER


	14. FILE BY

04/29/15


	 DUTIES:  Under general supervision of the deputy executive director, the Project Manager I conducts minor studies or is responsible for portions of studies undertaken by the Commission by performing research, critically analyzing information and contributing to in-depth reports or, with guidance, creating whole reports that reflect the Commission’s findings and recommendations for improving state government program effectiveness, operational efficiency and resource utilization. 

The Project Manager I  conducts minor studies or assists with the more complex studies by identifying issues, following study design direction, conducting research through literature reviews and interviews with experts, critically analyzing information, suggesting potential findings and recommendations for Commissioners, in order to produce a well-documented, clearly written, logically constructed report.  

The Project Manager I organizes and assists in the public input portions of minor studies in order to fulfill the public hearing process for Commissioners, by identifying witnesses, alerting legislators, obtaining testimony, preparing a background statement for Commissioners’ binders, using organizational, analytical and writing skills in accordance with direction from the executive director and deputy executive director.  

The Project Manager I organizes and assists in directing the public input portions of minor studies in order to fulfill the advisory committee process for Commissioners, by identifying potential members, organizing multiple meetings and determining various perspectives, using reasoning, organizational, analytical and writing skills, in accordance with direction from the executive director and deputy executive director.  Incumbent organizes site visits in accordance with direction from the executive director and deputy executive director.

The Project Manager I follows up on completed studies in order to implement Commission recommendations by working with legislative staff to create bills, identify support and opposition, build consensus, keeping the executive director and deputy executive director fully informed in order that they may adequately represent the Commission in meetings.
  (Call Little Hoover Commission to get a copy of the detailed essential function duty statement.)
KNOWLEDGE, SKILLS AND ABILITIES

Knowledge of: Research, survey and analytical processes; California State Government functions, organization and processes; methods of presenting the results of research; techniques of editing and preparing material for publication including English usage, grammar, punctuation, and spelling; report writing elements.

Ability to: Plan and carry out Commission studies; do unusual and difficult analytical research; initiate and perform analytical research using a variety of sources; establish and maintain cooperative working relationships; facilitate meetings; communicate effectively with individuals and groups; reason logically and creatively and use a variety of analytical and research techniques to solve complex problems; analyze situations and propose an effective course of action; develop and evaluate alternatives; write thorough, credible, well-documented reports; work within tight deadlines.  




	DESIRABLE QUALIFICATIONS:  Ability to write clearly and concisely; ability to reason, organize, set priorities, and work independently with a minimum of supervision; ability to be flexible and work with diverse groups of people, including the commissioners, administration, legislators, legislative staff, academics, local government officials, and the general public; ability and willingness to accept increasing responsibility. Ability to meet deadlines.

SELECTION CRITERIA:  
· SROA/Surplus employees are encouraged to apply.  Please include a copy of your SROA documentation.

· Applicants who applied to the April Project Manager I promotional exam are encouraged to apply.
· Transfers or reinstatements may be considered.  
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled.
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES
· Being in an indoor office environment.
· Occasionally traveling locally and out-of-town.
· Occasionally being in front of attendees at Commission meetings for an extended period of time recording notes on chalk board and/or 5’x2’ easel pad.
· Occasionally talking on the telephone for an extensive amount of time.
· Working as many hours as is necessary, including overtime, to provide the public services for which employee is hired, as employee is in WWG E.
TO APPLY:   Send a standard state employment application (Std. 678) along with a cover letter to the Little Hoover Commission, Attn: Carole D’Elia, 925 L Street, Suite 805, Sacramento, CA 95814.  All applications will be reviewed and only the most qualified will be scheduled for interviews


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 CONDITION, MILIARY 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.





OAS1T(REV. 4/98)  		DGS JOB HOTLINE PHONE (916) 322-5990                (            CALIFORNIA RELAY SERVICE FROM TDD PHONES 1-800-735-2929








