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ANALYST’S INITIALS
KJM

DATE
08/19/14



	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 Analyst (General)
	POSITION NUMBER
315-002-5157-XXX
	TENURE
Permanent 
	TIME BASE
[bookmark: Dropdown4][bookmark: Text24]      
	CBID
E97

	OFFICE OF
Public Employment Relations Board
	LOCATION OF POSITION (CITY or COUNTY)
Sacramento

	 SALARY

$2873 - $4670

	SEND APPLICATION TO:
Public Employment Relations Board
Attn:  Mary Ann Aguayo
1031 18th Street
Sacramento, CA  95811
maguayo@perb.ca.gov

	
	

	
	SHIFT AND WORKING HOURS
 - 8:00 a.m. to 5:00 p.m.
	

	
	WORKING DAYS, SCHEDULED DAYS OFF
[bookmark: Text78][bookmark: Text79]MONDAY through FRIDAY
	

	
	PUBLIC PHONE NUMBER
maguayo@perb.ca.gov

	

	
	
	FILE BY
08/28/14



	
SELECTION CRITERIA

To be considered, provide a completed State application, resume, and statement of qualifications based on the duties and qualifications described (3 pages max.). 

The required three documents must be received no later than 08/26/2014 via email or U.S. mail at the addresses listed above.
>
· SROA/Surplus employees are encouraged to apply.
· Transfers, reinstatements, or employment list eligible applicants may be considered.
· Applications will be evaluated based on eligibility and desirable qualifications. Interviews may be scheduled.

POSITION SUMMARY
Under direction of the Chief Administrative Law Judge (CEA V), the incumbent performs a wide variety of administrative and analytical duties for the Administrative Law Division (Division). The individual is expected to exercise considerable independent judgment in making decisions and taking action utilizing State laws, Office of Administrative Law, on-line legal sites, and PERB’s policies and procedures as references.

ESSENTIAL FUNCTIONS 
This position requires the incumbent to work cooperatively with others; maintain regular, consistent, and predictable attendance; exercise good judgment and tact; communicate effectively both orally and in writing; establish and maintain the confidence and cooperation of their peers, management and external clients; strong ethics and the ability to maintain confidentiality. The specific duties include, but are not limited to:

Review, proofread, format and check legal citations for all proposed decisions, orders, and rulings developed by the Division using Lexis/Nexis, Westlaw and PERB’s Decision Bank as research tools. Upon direction of the Chief ALJ, prepares orders for the Chief ALJ’s signature. 




	
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
SSA (General)
	POSITION NUMBER
315-002-5157-XXX
	RPA NUMBER
003-PERB
	FILE BY
08/28/14

	
ESSENTIAL FUNCTIONS, Cont.

Review and analyze PERB Regulations regarding the administrative hearing process conducted by the ALJ’s and propose additions or changes to the regulations to the Chief ALJ and ALJs and eventually to the Board. Meet and discuss changes and additions to regulations with PERB administrative hearing stakeholders and advocates. Review and update the PERB ALJ Training Manual. Analyze Legislative Bills which impact the Division, the hearings its conducts, and the cost to the Division implicated by such bill. 

Maintain and update the statewide PERB’s administrative hearing calendar for the three hearing offices (Sacramento, Oakland and Glendale) by and with the input of the Chief ALJ and the ALJs to ensure timely setting of hearings and avoidance of scheduling conflicts. Update the PERB Case Management System (CMS) to reflect case assignments, hearings completed, and proposed decisions issued. Troubleshoot and recommend improvements to the calendaring system in all three offices to assist with improving Division operations.

Provide backup and assistance to the Legal Analyst in the General Counsel’s Office.

Prepare, track, and update statistical reporting regarding pending and finalized cases by using CMS. Prepare and distribute ALJ monthly and other statistical reports. Assist in the preparation of Fiscal Year-End Report to the Board Chair which forecasts hearing trends and formulates recommendations for the next fiscal year to ensure the Division operates smoothly.

Receive, organize, maintain, and create case and administrative hearing files. Receive transcript requests and uploads to transcriber. Receives the finished transcripts and downloads them to PERB digital folders. Relay findings as to recording difficulties to the Chief ALJ from the transcribers and propose audio solutions. Prepare administrative hearing record of appealed proposed decisions for the Board’s review.

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; and governmental functions and organization.

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; 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

DESIRABLE QUALIFICATIONS
Advanced English writing and editing skills; willingness to capture detailed data; ability to read, understand, and independently apply requirements for legal decisions, orders, and rulings; ability to develop and evaluate data and evaluate alternatives in writing; ability to develop and a as a learner to carry out routine or detailed work in order to learn the practical application of the Division’s work products; and demonstrated capacity for development as evidenced by work history, academic attainment, participation in school or other activities, or by well-defined occupational or vocational interests; and willingness and ability to accept increasing responsibility.


ADDITIONAL QUALIFICATIONS
· Working proficiency in Microsoft Word, Outlook, Excel, Access
· Strong ethics
· Punctuality and good attendance
· Work at a computer for long periods of time

INTERPERSONAL SKILLS
· Ability to work well with a team or independently
· Ability to take and follow direction from supervisor
· Ability to keep required job schedule, ability to focus attention on details
· Ability to follow work rules
· Ability to communicate effectively on a one-to-one basis and to large groups
· Good telephone etiquette; ability to effectively communicate with persons at all levels




