	COMMISSION
ON STATE
MANDATES
	EMPLOYMENT
       OPPORTUNITY
	1.  RPA #
 15-16 002-CSM
ANALYST’S INITIALS

SS
DATE
11/16/15



	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
Associate Governmental Program Analyst (AGPA)
	POSITION NUMBER
356-001-5393-005
	TENURE
PERMANENT
	TIME BASE
FULL -TIME

	CBID
R01

	OFFICE OF
Commission on State Mandates
	LOCATION OF POSITION (CITY or COUNTY)
[bookmark: Text36]Sacramento
	 SALARY

$4,600 - $5,758

	SEND APPLICATION TO:


Commission on State Mandates
CSM Administration
980 – 9th Street, Suite 300
Sacramento, CA  95814

ATTN:  Heidi Palchik

	REPORTING LOCATION OF POSITION
980-9th Street, Suite 300, Sacramento
	

	
	SHIFT AND WORKING HOURS
 - 8:00 AM – 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) 323-3562
	PUBLIC PHONE NUMBER

	POST & BID FILE BY: 
N/A

	
	SUPERVISED BY AND CLASS TITLE
Heidi Palchik, Assistant Executive Director
	FILE BY
12/11/2015





2

	
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. 
FILING INSTRUCTIONS
Applicants who meet the qualifications specified must submit a completed standard state application (STD. 678), and a resume.  Link to standard State Application (STD. 678) - http://jobs.ca.gov/OEC/jobs/stateapp_adobe.aspx
Under direction of the Staff Services Manager II, the incumbent works independently and as a team member to administer the Commission’s administrative functions; performs complex analytical work and serves as the lead analyst for the Commission’s business services.  


ESSENTIAL FUNCTIONS 
The Commission on State Mandates (Commission) contracts with Department of General Services (DGS) to provide budgetary, procurement, accounting, and personnel services.  All administrative work is coordinated with DGS. This position requires the candidate to have previous State work experience with FI$Cal, and one or more of the following: procurement, budgeting, or accounting.

Budget and Fiscal
Analyze and make recommendations on budgetary and fiscal related matters, including analysis of Commission expenditure and projection reports to determine if operations are within the authorized budget.  Develop and maintain proposed spending plans.  Coordinate and participate in the preparation of the Commission’s budget, respond to budget drills, and develop budget change proposals; compile, analyze, and track Commission expenditures to advise management on budget issues and make required adjustments as necessary; research and gather a variety of data to prepare executive, legislative, and control agency briefing documents that require in-depth knowledge of the program’s structure and workload; coordinate with DGS and Department of Finance on budgetary issues; and formulate budgetary and fiscal policies and procedures.  




	
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.  

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 (AGPA)
	POSITION NUMBER
356-001-5393-005
	RPA NUMBER
15-16 002 CSM
	FILE BY
12/11/2015

	
Procurement and Accounting
Administer the Commission’s procurement and accounting functions, including: create and process purchases as the Commission’s Super-User in FI$Cal; develop, annually review, and maintain agency procurement policies and procedures to ensure the agency remains in compliance with state and federal law; prepare purchase documents and respond to and provide analytical support on procurement inquiries; prepare bid solicitations; collect, analyze, and report small business, disabled veteran-owned business, and recycled product data; maintain an accounting of purchases; perform detailed reviews of invoices and accounting reports for accuracy; work with DGS to reconcile year-end reports; serve as program liaison to coordinate resolution of and ensure compliance with P-Card requirements and resolve disputed charges; consult and train staff on procurement and accounting practices; and conduct research on and identify products and services that are aligned with statewide procurement goals.

Contracts
Prepare, review, and input various contract documents in FI$Cal, including proposed scope of services, budget detail, certification, specifications, and terms and conditions to ensure accuracy of encumbered liability; participate in contract negotiations; develop methods to evaluate contractor performance; track, monitor, and review contract invoices to ensure accuracy and compliance with state law; and maintain an accounting of obligated funds and payments by developing spreadsheets and reports to provide analytical interpretation of data and to advise management on spending plans and budgeting.  

Statewide Cost Estimates
Obtain, from the State Controller's Office, reimbursement claims data filed by local agencies and school districts for new mandated programs.  Review and use the data from these claims to prepare estimates of the statewide costs of new mandated programs for adoption by the Commission.  Provide recommendations to the Commission regarding statewide cost estimates at bimonthly public hearings.

MARGINAL FUNCTIONS
Track and analyze employee leave balances to identify potential shortfalls or excesses and report to management for compliance with statewide objectives and risk mitigation.  Participate on action items to analyze and resolve crosscutting issues for improvement of internal and external operations systems.
KNOWLEDGE AND ABILITIES
Knowledge of:  Principles, practices, and trends of public and business administration, management, and supportive staff services such as budgeting, personnel, and management analysis; government functions and organization; and 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.

DESIRABLE QUALIFICATIONS
Special Personal Characteristics
· Overall knowledge of the DGS State Contracting Manual and the State Administrative Manual.
· Excellent computer skills including mastery of advanced features in Microsoft Office, particularly Excel, Word, and Outlook as well as Adobe Acrobat.
· Strong analytical skills with the ability to troubleshoot, reconcile, edit, sort, link, and create formulas in spreadsheets.
· Demonstrated ability to efficiently manage time and act independently with high attention to detail and accuracy.
· Willingness to perform routine and detailed assignments with short deadlines.





Interpersonal Skills
· Work well in a team-oriented environment with strong interpersonal skills.
· Accept supervision, correction, and direction.
Work Environment
· Standard office setting.
Physical Abilities
· Ability and skills for computer use.
Mental Abilities
Handle and prioritize multiple tasks and duties with quick turnaround times.

SELECTION CRITERIA
1. Submit application and resume by U.S. Mail, personal delivery to the address above, or email to Heidi.Palchik@csm.ca.gov. 
1. [bookmark: _GoBack]Applications must be received by the Commission on or before 12/11.
1. Applications will be evaluated and interviews may be scheduled.
1. Consideration will be given to candidates with list eligibility as well as those eligible for a lateral transfer.  
1. SROA and SURPLUS candidates are encouraged to apply.

Questions regarding this opportunity should be directed to Heidi Palchik at (916) 323-3562.
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.




