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	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
329-001-5393-002
	TENURE
[bookmark: Dropdown1][bookmark: Text22]      
	TIME BASE
Full Time
	CBID
R01

	OFFICE OF
CA Commission on the Status of Women and Girls
	LOCATION OF POSITION (CITY or COUNTY)
Sacramento
	 SALARY


$4600
-
$5758

	SEND APPLICATION TO:
CA Commission on the Status of Women and Girls
900 N Street, Suite 390
Sacramento, CA  95814
Attn:  Nancy Kirshner-Rodriguez
	REPORTING LOCATION OF POSITION
900 N Street, Suite 390, Sacramento 95814
	

	
	SHIFT AND WORKING HOURS
 - 8:00 am to 5:00 pm
	

	
	WORKING DAYS, SCHEDULED DAYS OFF
[bookmark: Text78][bookmark: Text79][bookmark: Text80]MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER
(916)  651-5405
	PUBLIC PHONE NUMBER

	

	
	SUPERVISED BY AND CLASS TITLE
Nancy Kirshner-Rodriguez, Executive Director
	FILE BY
10/30/15

	SELECTION CRITERIA - - <br>
· SROA/Surplus employees are encouraged to apply (include a copy of your SROA documentation).<br>
· Transfers, reinstatements, or recruitment from the employment list may be considered.  br>
· All interested applicants must submit to the address above a standard State Application Form STD 678 with original signature, and résumé and must clearly indicate the basis of their eligibility in the “Explanations” section of the STD 678. <br>>
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled.<br>
<br>

DUTIES<br>
<br>
Under the direction of the CCSWG Executive Director, the Associate Governmental Program Analyst independently performs the responsible, varied, and complex technical analytical duties at the full journey level in support of the Commission’s services.   <br>
<br>
In order to develop, implement, maintain, and manage complex current and new state-level projects, the incumbent will: <br>
· Develop and ensure CCSWG’s project budget; analyze complex technical duties that involve research on program areas and issues related to women and girls. <br>
· Conduct comprehensive research on issues by collecting, analyzing, and reporting on data from various systems and resources, identifying problems or issues requiring a decision by the Executive Director. <br>
· Work closely with the Executive Director in developing scope of various projects and making recommendations for approval. <br> 
· Confer with the Governor’s Office, state and federal agencies, county commissions, stakeholders, and other outside entities in connection with the Commission’s programs and activities regarding legislation, grant proposals, bill signing ceremonies, etc. <br> 
<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 condition, military or veteran status, national origin, political affiliation, race, religious creed, sex (includes pregnancy, childbirth, breastfeeding and related medical conditions), and sexual orientation.
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	 CLASS TITLE
Associate Governmental Program Analyst
	POSITION NUMBER
329-001-5393-002
	RPA NUMBER
001-CCSWG
	FILE BY
10/30/15

	<br
ESSENTIAL FUNCTIONS <br>
· Administer the development of state-level projects, reports and public hearings; serve as liaison with collaborating agencies in establishing and maintaining timeline to ensure project completion with Commission staff and other agencies to meet all guidelines established by funding agency (if applicable) to ensure project completeness and accuracy. <br> 
<br>
In order to advise the Commission on the impact or potential impact of proposed legislation, the incumbent will:  
· Conduct extensive research and evaluate a variety of information such as legislative and program history, existing statute, impact of bills on current law, fiscal impact, pro/con arguments, and proponents/opponents on each issue. <br>
· Research, review and analyze new complex laws specifically affecting women and girls. <br> 
· Prepare reports for yearly publication that summarizes the new laws. <br>
· Independently consult and effectively communicate with legislative members and their staff, legislative committee and caucus staff, advocacy groups, trade associations, other state agencies, community-based organizations, child care and education associations, health associations and other interested groups regarding legislative issues. <br>
<br>
In order to follow bills through the legislative process and negotiate the Commission’s position according to legislative bill deadlines, the incumbent will: <br>
· Prepare amendments to legislation and testimony for special legislative hearings. <br>
· Prepare reports regarding the status of legislation and present information to management. <br>
· Present bill analyses to Commission and recommend formal positions, as needed. <br>
· Communicate official Commission positions on bills to the Legislature, advocacy groups, and other interested groups. <br>
· Independently prepare position letters to legislators and committee staff. <br>
· Analyze proposed legislation to determine fiscal and programmatic impact on the Commission, utilizing various data sources such as population reports, census data, and subject matter experts. <br>
· Testify before the Legislature at committee hearings, as needed. <br>
<br>
In order to represent the Commission as a member of various coalitions, task forces, and steering committees, the incumbent will: <br>
· Build coalitions with statewide women’s groups in an educational and advisory capacity. <br>
· Attend legislative and issues-related events as a means of creating and maintaining contacts around Commission priority issues. <br>
· Represent the Commission at statewide policy meetings and at collaborative planning meetings for statewide events, such as Domestic Violence Awareness Month to disseminate information to interested parties. <br>
<br>
In order to provide content support for the Commission’s website and publications, the incumbent will: <br>
· Develop, oversee, and maintain the Issue and Resources section to provide Commission related information to inform the public. <br>
· Coordinate, develop, and maintain working relationships with collaborating agencies in providing up-to-date information on issues important to women and girls. <br>
· Review, research, and respond to all public comments and submissions to the website. <br>
<br>
MARGINAL FUNCTIONS<br>
Research, review, and respond to outside inquiries for legislative and general background information on women’s issues from legislative offices, individuals, and various offices of state and local government. <br>
<br>
Make recommendations using expertise and judgment for special Commission projects and/or events to Executive Director. <br>
<br>
KNOWLEDGE, SKILLS AND ABILITIES<br>
Knowledge of: <br>
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. <br>
<br>
Ability to: <br> 
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>
· Ability to work independently and take initiative to improve/create processes and systems. <br>
· Skilled in program/project management in a team environment. <br>
· Ability to use good judgment and take effective action. <br>
· Demonstrated experience writing policies, procedures, and reports. <br>
· Excellent analytical and problem solving skills. <br>
· Excellent written and verbal communication skills. <br>
· Excellent organization and research skills with attention to detail. <br>
· Ability to work well with changing assignments and priorities. <br>
· Ability to utilize interdisciplinary teams effectively in the conduct of studies, and to develop and effectively utilize all available resources. <br>
· Demonstrated ability to establish and maintain project priorities. <br> 
· Effective skills in using Microsoft Office Computer Software products, i.e. Word, Excel, Power Point, and Outlook. <br>
<br>
SPECIAL PERSONAL CHARACTERISTICS: <br>
· Demonstrated interest in assuming increasing responsibility. <br>
· Demonstrated ability to act independently, open-mindedness, flexibility and tact. <br>
· Demonstrated ability to maintain confidentiality. <br>
· Dependability and excellent attendance record. <br>
· Dependable, punctual, well organized and detail oriented. <br>
· Mature judgment, loyalty, poise, tact, and discretion. <br>
· Ability to work and communicate confidently and courteously with a wide variety of people and personality types. <br>
· Ability to work well independently and with a team. <br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES<br>
· Office environment, business dress according to office policy. <br>
· Requires ability to effectively handle stress and deadlines in a fast-paced work environment. <br>
· Daily use of personal computer and related software applications at a workstation. <br>
<br>








