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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

002 -SSJDC
ANALYST’S INITIALS

JE
DATE

8/7/15


	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 
	POSITION NUMBER

531-100-4800-001
	TENURE

 FORMDROPDOWN 
 
	TIME BASE

 FORMDROPDOWN 
 
	CBID

S01

	OFFICE OF

Sac-San Joaquin Delta Conservancy
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY

$5,311 - $6,598


	SEND APPLICATION TO:

Sacramento-San Joaquin Delta Conservancy
1450 Halyard Drive, Suite 6
West Sacramento, CA 95691
Attn:  Shakoora Azimi-Gaylon
	REPORTING LOCATION OF POSITION

1450 Halyard Drive, Suite 6, West Sacramento
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 8:00 am to 5:00 pm
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(   )     -    
	PUBLIC PHONE NUMBER

(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE

Shakoora Azimi-Gaylon, Program Manager II
	FILE BY

8/21/15


	The Delta Conservancy, a lead agency for ecosystem restoration in the Delta, the largest estuary on the west coast of North and South America, is seeking a self-motivated, dynamic individual to work in our Ecosystem Restoration Program. The candidate must possess a Bachelor’s, Master’s or PhD degree in one of the environmental science disciplines as stated in the minimum qualifications for the classification. If you are a motivated and enthusiastic professional that wants to join our team, please send your resume and cover letter to Shakoora Azimi-Gaylon, Assistant Executive Officer, at Delta Conservancy: 1450 Halyard Drive, Suite 6, West Sacramento, CA 95691.
GENERAL SELECTION CRITERIA

· SROA/Surplus employees are encouraged to apply and will be considered prior to other recruitment methods.

· Transfers, reinstatements, or recruitment from the employment list may be considered.  Consideration may be given to applicants who are on a DGS employment list or on another department’s employment list.  Transfer of list eligibility must meet the criteria to transfer the eligibility from the other department’s employment list to DGS’ employment list. 

· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled.

DUTIES
Under the general direction of the Assistant Executive Officer (Program Manager II), the incumbent will perform tasks to assure the effective administration and  coordination of the Delta Conservancy's Water Quality, Supply, and Infrastructure Improvement Act of 2014 (Act) grants program, as well as handle the most complex work in the administrative office. The incumbent will supervise an Accountant I (Specialist) and AGPA that performs administrative assignments, while ensuring that the grant program meets the objectives and policies of the Delta Conservancy and the bond fund legislation.
ESSENTIAL FUNCTIONS 
Assist Assistant Executive Officer (AEO) in formulation of policies and procedures. Provide in-depth analyses to disseminate policies, procedures, and other materials related to the Conservancy's Prop. 1 Grant Program and projects. Develop, review, and implement internal procedures and perform administrative, program control, fiscal, and business management functions. This includes working cooperatively with various organizations including the California Natural Resources Agency, Department of General Services, and Department of Finance. Review relevant regulations and standards that affect the Prop. 1 Grants Program management. Create responses to legislative, public, and media inquiries, including responses about procedures, cost reimbursement issues, or bond accountability obligations. Develop, review, and approve customized reports for Delta Conservancy management, the Legislature, and the public. Participate in public meetings and workshops regarding the Prop. 1 Grants Program and activities. Driving a vehicle on public roadways may be required to attend meetings. 


	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.

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 
	POSITION NUMBER

531-100-4800-001
	RPA NUMBER

002-SSJDC 
	FILE BY


8/21/15

	ESSENTIAL FUNCTIONS (Continued)

Ensures timely completion of Budget Change Proposals and related materials, including Spring Fiance Letters. Provide oversight in monitoring correct and accurate funding commitments, reviewing and verifying staff reports, documents tracking, and routine reporting materials. Monitor detailed bond expenditure plans and budget planning documents. Review, critique, and approve staff work. Ensure that cash flow projections and related bond accountability obligations are timely, complete, and accurate. Develop and present reports to management regarding contract and funding balance status.

Oversee and manage Prop. 1 Grants Program database and website development; maintenance, and monitoring to ensure that analyst and technical staff have and use the necessary tools to meet the program obligations. Develop systems or processes to assure expeditious and cost effective service to internal and external customers, develop information and data collection systems to evaluate program objectives, design and use data reports to assess customer service needs and to assure maximum quality services.

Supervises the Conservancy's administrative staff, which includes an Accountant 1 (Specialist) and an AGPA. Additionally the SSM I (Supervisor) shall personally handle the Conservancy's most complex administrative work assignments. 
KNOWLEDGE, SKILLS 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; department's Affirmative Action Program objectives; and a manager's role in the Affirmative Action Program and the processes available to meet affirmative action objectives.

 

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 affirmative action objectives.

DESIRABLE QUALIFICATIONS 

•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.

• Ability to analyze data, draw sound conclusions and present ideas and information effectively.

• Ability to appropriately, accurately and effectively present and communicate budget data and technical information to a broad variety of audiences.

• Possess critical reasoning skills and sound judgment.

• Ability to prepare clear, complete, and technically accurate reports.
SPECIAL PERSONAL CHARACTERISTICS 

• Ability to work productively in a fast-pace environment.

• Possess strong organizational skills.

• Maintain high ethical standards.

• Willingness and ability to accept increasing responsibility and demonstrate capacity for development.
INTERPERSONAL SKILLS
• Ability to work independently or cooperatively with others.

• Ability to interact with various levels of staff and management in a professional and courteous manner.
FINANCIAL DISCLOSURE REQUIREMENT

This position is subject to the financial disclosure requirement (Form 700) and the Delta Conservancy's Conflict of Interest policy.

WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES

• Ability to sit in a normal seated position for extended periods of time.

• Manage multiple priorities effectively and meet deadlines.

• Meet short processing time lines when necessary.

• Handle varying and sometimes large workload volumes.

• Ability to remain calm when multiple activities are occurring at the same time.

• Ability to effectively handle multiple tasks and changing priorities.

• Appropriate attire for professional office environment



