	SEISMIC
SAFETY 
COMMISSION

	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

002 -SSC
ANALYST’S INITIALS

NSW
DATE

07/07/15


	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

Staff Services Manager I (Specialist) 
	POSITION NUMBER

346-001-4800-002
	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:  Salina Valencia
	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

07/20/15


	Please reference RPA 002-SSC and state your eligibility in the classification title section or in the “Explanations” section on your State Application form (std. 678)
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>

SELECTION CRITERIA - -  <br>

· 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.  <br>

<br>

DUTIES  <br>

<br>

Under the general direction of the Executive Director of the Seismic Safety Commission (SSC), the SSM1Specialist is responsible for development and direction of administrative oversight and management of the annual budget planning, preparation and review processes in accordance with state fiscal policy. With high level of expertise and authority, the incumbent serves as an independent consultant to the SSC’s 20-member Governor and Legislative-appointed Commissioners.  The incumbent is responsible for the management of operating expenses, including all accounting, procurement, contracting operations within Department of General Services (DGS) administrative function. The incumbent oversees the SSC’s 1.38 million dollar annual budget fund allocated by the Insurance Fund. In addition the incumbent will oversee the budgets of the SSC’s Research Fund and the Earthquake Emergency Investigations Account.  This position is a critical member of the SSC management team and is responsible for the development and management of a wide variety of seismic safety policies and procedures impacting the State of California. Errors could result in the loss of positions and funding of the SSC. The effect could be within a current fiscal year or budget year. Resource errors can constrain SSC’s ability to perform its functions and could result in the reduce levels of service, thereby impacting the delivery of projects in all functional programs within SSC.  The incumbent must be able to reason logically and creatively to resolve complex administrative and budgetary problems. Must demonstrate strong presentation (both oral and written) skills, analytical supervisory skills 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.




	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.

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

346-001-4800-002
	RPA NUMBER

002-SSC 
	FILE BY


07/20/15

	Essential Functions  <br>

<br>

Percentage  <br>

Essential (E) Marginal (M) <br>

<br
40% (E)
With a high degree of independence, develop, manage, and award Business Services.    Responsible for managing and maintaining SSC’s contracts and service agreements, reports and records related to the acquisition of goods and services.  Ensure all contracting, purchasing and information technology (IT) services meet SSC’s needs and are in compliance with state policies and procedures.  Ensure signatory parties comply with terms and conditions of agreements and are aware of non-performance provisions.  Approve all invoices and bills through DGS accounting.    Maintain SSC’s eligibility to contract for goods and services and ensure compliance with state contracting goals.  Responsible for compliance with reporting requirements in contracting, purchasing and IT.  Develops and maintain the IT Strategic Planning in compliance with the Department of Finance.  Serve as the Commission’s Chief Information Officer and Security Officer.  Manage all requests and activities related to small business enterprises, disabled veteran business enterprises, and the Freedom of Information Act.  
<br>
Requires knowledge of SSC’s business activities, needs and special requests and the correlated rules and regulations governing the acquisition of goods and services and requests for information and assistance, thereof.  Requires working closely with DGS, the Office of the Chief Information Officer (OCIO), and private vendors to ensure activities are cost-effective and in compliance with state policies and procedures.  

                         <br>
25% (E) 
Develop resource projections and monitor program(s) appropriations to ensure SCC stays on proper budget course. Coordinate the review and reporting of statewide expenditure projects.  Lead efforts to research and analyze budgetary issues with the Executive Director and Executive Management Team and identify solutions. Partner with other Program Resource Managers, Business Consumer Services and Housing Agency (BCSH) to resolve complex issues with department impacts. Provide consultation and technical expertise on resource issues to Executive Management. Monitor overhead and recoveries and implement adjustment as necessary. Research and analyze all administration program allocations changes request documents for appropriateness and conformance with budgetary policies. Serves as the point contact for the Financial Information System for California (FI$CAL).  Research best practices and related rules and regulations in order to develop and establish an ongoing quality improvement culture within FI$CAL and advise/make recommendations to the Executive Director on findings.  


<br>


The incumbent will be responsible for the establishing and maintaining a system of internal control within SSC known as Financial Integrity and State Manager's Accountability Act (FISMA). According Government Code sections 13400 through 13407, FISMA, requires each state agency to maintain effective systems of internal accounting and administrative control, to evaluate the effectiveness of these controls on an ongoing basis, and to biennially review and prepare a report on the adequacy of the agency's systems of internal accounting and administrative control. 
                         <br>

The incumbent will assist with the development and presentation of SSC’s budget documents to the Department of Finance (DOF). Develop and advocate Budget Change Proposals, Finance Letters and various budget documents that affect the SSC. Review and evaluate miscellaneous budget documents with statewide impact and develop policies and procedures for implementation of change. Requires sound research and consideration of reasonable alternatives to accomplish SSC’s program/project goals within the budget constraints. Requires knowledge of SCC’s mission goals, values, priorities and budget constraints. Requires the ability to clearly articulate to SCC’s Executive Director, Business, Consumer Services and Housing Agency staff and DOF the impacts that budget changes will have on SSC’s programs, projects and services and, the broader statewide implications of fiscal changes.  

<br>

15% (E) 
Oversee the monitoring and management of technical committee 

meeting(s) including but not limited to: Commission Committees Ad Hoc Committees, Sub-Committees meetings adhering to procedures; using  the Bagley-Keene Open Meeting Act and Robert’s Rules of Order. Act as project leader over all above mentioned committee meetings.  Initiate and compose meeting agendas and public notices as necessary and disseminate to committees. Provide operational meeting instruction and procedures to committee members. Make presentations at the meetings, to include describing the focus and direction of the meeting for the benefit of the members and the audience. Monitor discussions during the meetings and works with the chair in order to guide the chair in appropriate conduct of a meeting. Develop written reports, summarizing the results of the meetings for the commissioners’ executive summaries.  
<br>br>
10% (E)


Responsible for managing and directing SSC’s personnel services.  Manage all activities related to personnel.  Manage and maintain personnel records, requests for personnel records and personnel action requests.  Consult with SSC’s executive staff on areas all relating personnel.  Manage SSC’s communications with Department of Finance (DOF) and the Department of Human Resources (CalHR) regarding personnel matters.  Work closely with DOF and DPA to seek the best solutions to personnel needs.  Initiate all requests for personnel actions, including new hires, reclassifications, grievances, and disciplinary actions.  Manage system and notifications for tracking training, probation reports, annual performance appraisals, ethics training, and serve as Filing Officer for the Commission’s Statement of Economic Interests Form 700 and EEO and Upward Mobility program.

<br>
Requires working closely with DOF, DGS and DPA as needed. Requires knowledge of procedures for Request for Personnel Action, including duty statements, organizational charts and position justifications; analyses for vacancies and other personnel reports for position control; handling of complaints, grievances and disciplinary action. Requires management of systems to track training, probation reports, annual performance appraisals, ethic training, FPPC filing and Seismic Workforce Analysis Report.  

<br>
10% (M)
Serves as project manager for special projects on seismic related projects. Research and analyze assignment needs and identify the steps, timelines, resources, and internal/external reviews needed to complete the assignments.  Oversee the planning, execution, and monitoring of special projects or assignments within the SSC. 

                          <br>
                          <br> 
KNOWLEDGE AND ABILITIES  <br>

<br>
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.  <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; 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.  <br>

<br>
DESIRABLE QUALIFICATIONS  <br>

<br>
· 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.
<br>
ADDITIONAL QUALIFICATIONS  <br>

· Skilled in  the use and applications of personal computers, spreadsheets, database and word processing applications

· Knowledge of departmental budgeting and accounting systems. 

· Monitor and resolve problems with information processing systems hardware, software and processes.

<br>
INTERPERSONAL SKILLS   <br>

· The incumbent must be able to deal effectively with time constraints, maintain focus and professionalism even under adversity. 

· Must be flexible, open to change and new information; adapts behavior and work methods in response to new information, changing conditions or unexpected obstacles. 

· Must be able to effectively coordinate with various levels of management, employees and Legislative stakeholders, communicated effectively orally and in writing and build and maintain good cooperative working relationships. 

· Must be able to develop and maintain a team effort and create a positive, creative atmosphere around subordinate staff. 
<br>

WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES  <br>

· Sitting for extend periods of time.

· Frequent use of telephone and computer terminals

· Travel may be required to attend and conduct staff meetings; attend conferences and meetings; represent the SSC at legislative hearings, briefings, Commission meetings.
· Must be tactful; maintain a professional and calm attitude during challenging situations
· Must be able to receive directions and critiquing from executive management team, peers, and members of the Commission.

	


