	
	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

003-SDRC  
ANALYST’S INITIALS

NSW
DATE

09/02/15


	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 Analyst (General)
	POSITION NUMBERS
347-100-5157-001

	TENURE

Permanent
	TIME BASE

Full Time 
	CBID

R01

	OFFICE OF

San Diego River Conservancy
	LOCATION OF POSITION (CITY or COUNTY)

San Diego, San Diego County
	MONTHLY SALARY

$2945 

to

$4788


	SEND APPLICATION TO:

Ms. Julia Richards
San Diego River Conservancy
1350 Front Street, Suite 3024 

San Diego, CA 92101

	REPORTING LOCATION OF POSITION

1350 Front Street, Suite 3024, San Diego 92101
	

	
	SHIFT AND WORKING HOURS

Days – 8:30 am to 5:00 pm
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

Monday through Friday  
	

	
	PUBLIC PHONE NUMBER

619/645-3188
	PUBLIC PHONE NUMBER

619/645-3183
	

	
	SUPERVISED BY AND CLASS TITLE

Julia Richards, Executive Officer
	FILE BY

09/18/15


	HOW TO APPLY <br>
If interested, please submit a completed standard State application (Std. 678) 

and any other relevant documents (cover letter, resume, copy of diploma etc.) to the address listed.  <br>
<br>
SELECTION CRITERIA   <br>
· Appointment is subject to the provisions of the SROA process. SROA/Surplus/Reemployment candidates are encouraged to apply. Surplus employees must attach a copy of their surplus letter.  <br>
· Transfers, reinstatements, or recruitment from other employment list may be considered.  <br>
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled.  <br>
<br>
The San Diego River Conservancy (Conservancy) Core Values and Employee Expectations are key to the success of the Department’s Mission. As an independent government agency the Conservancy’s mission, the restoration and conservation of the San Diego River Area, is accomplished by (1) acquiring, managing and conserving land; and (2) protecting or providing recreational opportunities, open space, wildlife species and habitat, wetlands, water quality, natural flood conveyance, historical / cultural resources, and educational opportunities.  <br>
<br>
ESSENTIAL FUNCTIONS  <br>
<br>
The position includes progression from: A) entry level (directly supervised, more structured and routine analytical tasks and specific projects); B) mid-level (less direct oversight, many concurrent projects, more broad objective-driven projects); through C) journey level (more self-directed work; conceptual projects, programs and plans; independent analysis, judgment, and recommendations).  Commensurate with the employee’s experience, qualifications, and training, the position’s duties include:  <br>
<br>
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	 CLASS TITLE

Staff Services Analyst (General)
	POSITION NUMBER

347-100-5157-001
	RPA NUMBER

003-SDRC
	FILE BY


09/18/15

	ESSENTIAL FUNCTIONS cont’d <br>
<br>

Proposition 1, Project/Program Analysis, Grants and implementation of FI$Cal <br>
Prepares, administers, and coordinates projects and programs, including implementation the Conservancy’s Proposition 1.  This includes review and analysis of the Conservancy’s Proposition 1 guidelines, evaluation of grant applications and creating an administrative manual for The Proposition 1 grant program. The Conservancy will receive $17M over the next 5-10 years as funding under Proposition 1 (Water Bond).  <br>
<br>
Responsible for roll out and implementation of the state’s new software program, Financial Information System for California (FI$Cal), (a business transformation project for the State in the areas of budgeting, accounting, procurement, and cash management). The incumbent is responsible for implementation of FI$Cal for The San Diego River Conservancy and serves as the Liaison with the FI$Cal staff. Responsibilities include the following:
· Analyzes existing Conservancy statutes, regulations, policies and procedures to comply with new system <br>
· Analyzes and develops solutions to resolve issues with the FI$Cal system <br>
· Creates correspondence with FI$Cal to deal with sensitive and/or confidential issues <br>
· Tracks and documents FI$Cal activities and related progress <br>
· Participates in user training and testing for FI$Cal system <br>
· Analyze implementation of the system and compare to agency’s business needs and functions and provides recommendations to Executive Officer <br>
· Provides direction to and disseminates FI$Cal information to Conservancy staff <br>
· Identifies, drafts and articulates any problems with system to Executive Officer <br>
· Collaborates in a team environment that includes analysis of activities necessary to achieve a successful implementation of the FI$Cal Project.  The implementation activities include collaboration, review, and analysis of detailed documents such as system requirements, change management plans, and FI$Cal policies and procedures <br>
<br>
Organizes, summarizes, and analyzes input from staff and vendors regarding information of a complex nature relating to the individual projects or agreements, and prepares analyses if project requires changes, recommendations for amendments, and proposals and progress reports; assists staff in coordinating various permits and meeting environmental review requirements; attends and leads committees and workshops; performs site visits and inspections at project sites to ensure projects are meeting milestones, on time and under budget.  SSA will analyze all current and potential agreements, and provide updated status on a monthly basis to other staff, and identify and foreseeable issues.  Other duties include but are not limited to preparing scopes of work, project budgets, and developing and managing contracts and programs with outside entities; maintain agreements logs and correspondence; analyzes and resolves routine conflicts with vendors and makes recommendations to solve problems on a case by case basis. <br>
<br>
Researches, analyzes, and recommends to the Executive Officer other funding opportunities through outside grant programs in support of the Conservancy’s mission to acquire land, protect recreational opportunities, and improve habitat, and water quality as an opportunity for additional funding for its projects/program. <br>
<br>
Fiscal and Administration <br>
Performs project oriented administrative duties; provides assistance to ensure proper processing, preparation of forms, and compliance with state procedures; organizes administrative processes and procedures, and makes recommendations for efficient and effective office management; develops and or updates the agency’s  policy and procedures manual in compliance with DGS-PD; coordinates and prepares expenditure reports, annual reporting, including maintaining appropriate records for audits compliance with state laws, rules and regulations; maintains, updates and monitors vendor records to ensure proper processing and timely completion of all agreements and compliance with state policies and procedures; responsible for procurement of supplies and equipment;  prepares budgeting, accounting, and related records, spreadsheets, and reports for tracking appropriations, encumbrances, and bond funds. <br>
<br>

ESSENTIAL FUNCTIONS cont’d <br>
<br>

· Receives billing data and invoices. Reviews documents to ensure they are free of any errors or discrepancies. <br>
· Using appropriate spreadsheet software, creates monthly billing reports in order to provide management with status updates and to ensure departments and other agencies are paying invoices timely and accurately manner <br>
· Assists the EO in investigating complex questions and inquiries from external departments and agencies as it pertains to accounting processes and reimbursable agreements. <br>
· Gathers and analyzes accounting data to develop internal reports to show invoices submitted to DGS-CFS for payment and status of payment request (FI$Cal). <br>
· Prepares purchase requisitions for IT/telecommunication equipment. <br>
· Reviews and audits invoices to ensure billing accuracy and to prepare invoices for payment approval <br>BR>
<br>
Public Information <br>
Responsible for arranging logistics for the Conservancy’s Governing Board meetings.  Prepares resolutions, board proposals, analysis of and prepares staff recommendations/reports for proposed projects; makes presentations, prepares agenda packets, attends board meetings. <br>
<br>
Communicates the Conservancy’s mission, objectives, policies, and accomplishments to the general public; posts information, maintains, and develops content for the Conservancy website; develops publications, handouts, maps, brochures, displays, and presentations; makes public presentations and participates in community advisory groups; plans and participates in public involvement events, including hearings and other public meetings; prepares fact sheets, maps, interpretive and informational signs, and other public information; responds to public inquiries. Maintains files, records, and computers in accordance with the Conservancy's procedures; performs special projects related to information security, privacy, records retention, and computer systems; maintains shared directory files for computers; carries out tasks related to privacy policies, virus protection, and other information security needs.  <br>
<br>
MARGINAL FUNCTIONS <br>
<br>
In order to assist the EO in managing procurements: <br>
<br>
· Reviews requests for purchases and ensures compliance with the pertinent laws, rules, and regulations. <br>
· Prepares Purchase Documents and Contracts in FI$Cal. <br>
· Verifies funding availability. <br>
· Monitors contract dollar usage and remaining funds. Analyzes the information and presents status reports on progress for agency. <br>
· Reviews and verifies charges are accurate and codes invoices. <br>
· Reconciles and compares incoming invoices to the purchase orders and agreements <br>
<br>
Performs other duties and assignments commensurate to the Staff Services Analyst (General) classification. <br>
<br>
KNOWLEDGE AND ABILITIES: <br>
<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; government functions and organization. <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. <br>
<br>
DESIRABLE QUALIFICATIONS <br>
· The position works under direct supervision on a broad range of interdisciplinary governmental, financial, and analytical assignments, and prepares studies, reports, maps, and plans; assists in the development of procedures, policies, programs, and project alternatives, preparing staff reports, producing agenda packets, and preparing other documents for the 13-member board. <br>
· Experience in resolving fiscal related issues effectively with control agencies, internal and external customers, and others contacted during the course of work. <br>
· Experience in analyzing and interpreting laws, rules, and regulations. <br>
· Proficiency with personal computer and Microsoft Outlook, Word and Excel and the internet <br>
· Ability to write comprehensively, articulate and communicate clearly and effectively with individuals from varied experiences, perspectives and backgrounds, and all levels of management. <br>
· Willingness to travel to Sacramento for training for FI$Cal. <br>
<br>
SPECIAL PERSONAL CHARACTERISTICS <br>
<br>
· Familiarity and sensitivity to the priorities, missions and goals of the agency. <br>
· Excellent customer service and interpersonal skills. <br>
· Ability to work well in a culturally diverse setting. <br>
· Evaluate and develop alternatives to resolve complex fiscal/financial problems with the highest level of interpersonal and negotiating skills. <br>
· Demonstrate a willingness to learn and acquire new information. <br>
· Accountable. <br>
· Excellent work ethic. <br>
· Excellent organizational skills. <br>
· Provide backup to other staff during absences. <br>
· Dependable, responsible; positive attitude. <br>
· Ability to work independently or lead and participate in teams. <br>
· Ability to provide objective overview of situations. <br>
· Willingness to accept challenges and handle multiple projects effectively. <br>
· Ability to effectively handle stress and deadlines. <br>


