	SEISMIC
SAFETY 
COMMISSION

	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

001 -SSC
ANALYST’S INITIALS

NSW
DATE

11/07/14


	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

Staff Services Manager I (Specialist) 
	POSITION NUMBER

346-001-4800-001
	TENURE

 FORMDROPDOWN 
 
	TIME BASE

 FORMDROPDOWN 
      
	CBID

S01

	OFFICE OF

Seismic Safety Commission
	LOCATION OF POSITION (CITY or COUNTY)

Sacramento
	 FORMDROPDOWN 
 SALARY

$5,181.00
TO
$6,437.00
     

	SEND APPLICATION TO:

Seismic Safety Commission
1755 Creekside Oaks Drive   Suite 100
Sacramento, CA  95833
     
Attn:  Karen Cogan
	REPORTING LOCATION OF POSITION

1755 Creekside Oaks Drive   Suite 100
	

	
	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)  263-5506
	PUBLIC PHONE NUMBER

(916)  263-5506
	

	
	SUPERVISED BY AND CLASS TITLE

Richard McCarthy, Executive Director
	FILE BY

11/19/14


	Please note this position is contingent upon CalHR approval.
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.
SELECTION CRITERIA - - 

· SROA/Surplus employees are encouraged to apply.

· Transfers, reinstatements, or recruitment from the employment list may be considered.  
· Applications will be evaluated based on qualification and eligibility and only the most desirable candidates will be interviewed.

DUTIES

Under the general direction of the Executive Director, the SSM I, Specialist will plan, organize, and direct the operations of the following program areas within the California Seismic Safety Commission: Communications, Legislation, Special Seismic Projects and Research.  This position is a critical member of the executive management team of the Seismic Safety Commission (SSC) and must be able to communicate effectively both orally and in writing, analyze sensitive and complex issues, and conduct high level policy analysis.
ESSENTIAL FUNCTIONS

Serves as the spokesperson for and a liaison between the Commission and the news media. Responsible for researching, writing, editing, designing and disseminating news releases.  Incumbent will write speeches and talking points, as well as advise the Commission on existing and upcoming public relations opportunities. Responsible for planning activities in support of public relations campaigns and departmental education and outreach activities, and coordinating media availabilities, news conferences, forums, or other media 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

Staff Services Manager I (Specialist)
	POSITION NUMBER

346-001-4800-001
	RPA NUMBER

001-SSC 
	FILE BY


11/19/14

	Manages the SSC legislative program.  Responsible for planning, organizing and directing the legislative program for the Commission.  Duties include review and response to critical, confidential and technical correspondence from the Governor’s office, legislators and staff, and state agencies/departments; meeting with representatives from these offices and testifying at hearings when necessary; analyzing seismic-related legislative bills, and provide recommendations to the BCSH Agency Secretary and the Governor’s Office.

Serves as project manager for special projects. Responsible for assignment, coordination and oversight of a wide range of seismic related projects; initiating meetings and conducting research as required;  preparing and presenting reports and recommendations to the Commission, and serving as the Commission's project manager on these matters. Incumbent must exercise independent decision-making and develop strategies to shape recommendations of Ad Hoc Committees for Commission approval and independently oversee project's completion which may include the production and distribution of reports.
Assists with program evaluation.  Recommends policy, procedural and regulatory changes to the Executive Director, appropriate Ad Hoc Committees and Commission. Recommends areas of study in order to improve SSC program effectiveness. Incumbent may be involved in identifying solutions to backlogs, deficiencies and increasing program effectiveness; and making high-level policy recommendations on complex and/or sensitive issues as they pertain to legislation, budget, and special seismic programs. 

Other duties as required.

KNOWLEDGE AND ABILITIES

Knowledge of: Principles, practices, and trends of public and business administration, including management and supportive staff services such as budget, personnel, management analysis, planning, program evaluation, or related areas; principles and practices of employee supervision, development, and training; program management; formal and informal aspects of the legislative process; the administration and department’s goals and policies; governmental functions and organization at the State and local level.

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; review and edit written reports, utilize interdisciplinary teams effectively in the conduct of studies; manage a complex Staff Services program; establish and maintain project priorities; develop and effectively utilize all available resources; and effectively contribute to the department’s equal employment opportunity program objectives.
DESIRABLE QUALIFICATIONS
· Experience in public relations and/or working with the media.

· Ability to efficiently utilize all social media formats.

· Knowledge of the State’s legislative process.

· Experience in reviewing and analyzing legislative proposals.

· Experience developing, administering and implementing departmental policies and procedures.
· Experience presenting issues before management and/or executive staff.

· Strong writing skills.
SPECIAL PERSONAL CHARACTERISTICS 

· Know how to be proactive (self-starter) in searching for new opportunities for the Commission to develop 

            cost effective partnerships with other organizations that will further seismic safety.
ADDITIONAL QUALIFICATIONS

· Able to maintain good relations, and be diplomatic with staff, commissioners, stakeholders, and members of the Legislature.

INTERPERSONAL SKILLS 

· Ability to work cooperatively with all levels in the organization and state government; gain, as well as give, confidence and trust of others.

WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES 


PHYSICAL ABILITIES

· Sitting for extended periods of time.

· frequent use of telephone and computer terminals

· Travel to meetings around the state via car, bus, train or airplane.
       MENTAL ABILITIES

        Must be tactful; maintain a professional and calm attitude during challenging situations.  Must be able to
        receive direction and critiquing from supervisor, peers and members of the Commission.



