	Public Employment Relations Board
	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

004-PERB
ANALYST’S INITIALS

KJM
DATE

08/25/14


	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 Manager I
	POSITION NUMBER

315-003-4800-XXX
	TENURE

 FORMDROPDOWN 

	TIME BASE

 FORMDROPDOWN 
      
	CBID

E98

	OFFICE OF

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

Sacramento (Midtown)

	 FORMDROPDOWN 
 SALARY

$5181 - $6437

	SEND APPLICATION TO:

Public Employment Relations Board

Attn:  Mary Ann Aguayo
1031 18th Street

Sacramento, CA  95811
              or
maguayo@perb.ca.gov

	
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 8:00 a.m. to 5:00 p.m.
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY
	

	
	PUBLIC PHONE NUMBER

maguayo@perb.ca.gov

	

	
	
	FILE BY

09/09/14


	The Public Employment Relations Board is a quasi-judicial administrative agency charged with administering the collective bargaining statutes covering employees of California's public schools, colleges, and universities, employees of the State of California, employees of California local public agencies (cities, counties and special districts), trial court employees and supervisory employees of the Los Angeles County Metropolitan Transportation Authority. This position is an excellent opportunity for someone with a background in several areas of administration who seeks challenges and career growth.
SELECTION CRITERIA
To be considered a completed State application (STD 678) and resume must be received no later than September 9, 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 general direction of the Chief Administrative Officer (CAO) and as a working-level supervisor the incumbent will: have full supervisory responsibility to plan, organize, and manage the Division Administration procurement, contracting, accounting and business services functions; be responsible for developing annual budget schedules, organizing, and tracking expenditures and receivables for an $8 million budget; carry out the most complex or sensitive analytical assignments in an administrative function for maintaining PERB operations including, but not limited to, human resources, safety, security, training, and facility management areas; and serve as backup to the Chief Administrative Officer in their absence. The scope of responsibility services 60 employees and provides oversight of a support budget of approximately $2 million. Duties are performed in accordance with State law, rules, provisions and/or policies.



	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


	
	
	
	

	ESSENTIAL FUNCTIONS
Advise PERB staff of all pertinent administrative functions and serve as primary liaison with other departmental staff offices in coordinating or resolving complicated and sensitive problems specific to procurement, contracting, records management, and other business services functions; identify and monitor program requirements to ensure timely compliance, and direct implementation or updates to policy specific to these functions (Examples include implementation of changes in control agency procedures, budget restrictions, or assessing and developing plans to implement new or changing responsibilities); review, contribute towards, and approve a variety of professional staff work products to ensure quality and completed staff work, timely completion, and conformance to State laws, rules, policy and procedure; develop, guide and evaluate professional staff; and direct the preparation of written responses to various requests from PERB or external sources, and personally handle the most complex assignments.
Advise and make recommendations to staff and management on varied and difficult human resources issues; prepare and approve requests for personnel action documents, and prepare related reports and correspondence; analyze and propose organizational staffing changes; coordinate the preparation of job descriptions and revisions, recruitment activities, exam requests and processes. Advise staff and supervisors on varied and difficult human resources issues including: performance evaluations, informal and formal disciplinary actions, and health and safety issues, labor relations issues, responses to and mitigation of grievance and employee complaints. Interpret and apply Federal and State laws, and PERB policies to ensure all employees are provided a healthy and safe work environment free of discrimination. Supervise and direct the training program and development of the annual training plan; oversee and monitor the annual appraisal and development process; and counsel employees on training opportunities. 

Complete special projects or complex studies and reporting as assigned by the CAO; travel to attend operational meetings with control agencies representing PERB; and serve as acting CAO in his/her absence.

Plan, organize, supervise and direct procurement and contract development and management for PERB procurements and services. Personally coordinates the most difficult contract requests. This process includes: Advise, consult, and direct staff in the types and variety of appropriate procurement and contracting methods available and the method that should be used for the more difficult and unusual types of services needed; develop procurement documents including scope of work and bid solicitation packages; prepare final documents or review documents prepared by staff for accuracy, completeness, and adherence to contracting laws, rules and procedures; prepare written justifications to request alternate contracting methods to procure and pay for contracted services and goods. 

Plan, organize, supervise and direct the business services functions including the procurement of supplies, materials and equipment required for operations; verify and approve requisitions and invoices; coordinate maintenance of equipment inventory; records management; building security and evacuation planning; review and authorize facility modifications, security, telecommunication, and other building service needs.

Complete annual and ongoing budget planning documents and reports. Coordinate budget and budgeting processes with the CAO and subordinate staff. Includes coordination and approval of accounting and control reports to monitor program and organizational expenditures; analyze and prepare modifications to the program component statement, work program revisions and item proposals; and ensure budget documentation is prepared and submitted timely.
KNOWLEDGE 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.
SPECIAL PERSONAL REQUIREMENTS

Demonstrated ability to act independently, open-mindedness, flexibility, and tact.

DESIRABLE QUALIFICATIONS

· Excellent leadership skills with the ability to motivate and empower staff to achieve results

· Excellent customer service skills

· Experience or coursework in accounting and human resources management

· Project management training and/or experience

· Strong organizational and supervisory skills

· Experience or coursework in implementing organizational change management and business process improvement initiatives

· Strong ethics

· Excellent written and verbal communication skills and ability to address stakeholders at all levels

· Experience interpreting laws, rules and regulations applicable to State Government operations

· Demonstrated expertise in current information technology use and application
· Four year degree from an accredited institution, preferably with a major in Business Administration
ADDITIONAL QUALIFICATIONS

· Work at a computer for long periods of time

· Drive on public roads and commercial transit

INTERPERSONAL SKILLS

· Ability to work well with a team or independently

· Ability to take and follow direction from supervisor

· Ability to keep maintain good attendance and consistent work schedule

· Ability to focus on detail

· Ability to be flexible and thrive on challenges

· Ability to communicate on a one-to-one basis for the purpose of obtaining or providing communication




