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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

006 - CCFC

FY 14/15
ANALYST’S INITIALS   KM
DATE

8/20/14


	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    
Legislative Coordinator 
	POSITION NUMBER

319-001-6066-900
393-900
	TENURE

Permanent

	TIME BASE

 FORMDROPDOWN 
      
	CBID

S01

	OFFICE OF

First 5 California (aka California Children and Families Commission)
	LOCATION OF POSITION (CITY or COUNTY)

Sacramento
	 FORMDROPDOWN 
 SALARY

$5,181
TO
$6,437


	SEND APPLICATION TO:

First 5 California

2389 Gateway Oaks Drive, Suite 260

Sacramento, CA 95833

     
Attn:  Hanan Boyd
	REPORTING LOCATION OF POSITION

2389 Gateway Oaks Drive, Suite 260
	

	
	SHIFT AND WORKING HOURS

Days, Full Time
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY  -- 8:00a.m. to 5:00p.m.
	

	
	PUBLIC PHONE NUMBER

(916)  263-1050
	PUBLIC PHONE NUMBER

(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE

Frank Furtek, Chief Counsel
	FILE BY

9/4/14


	*PENDING CALHR APPROVAL*
SELECTION CRITERIA - The selection criteria will be in the following order:  

· SROA/Surplus eligibles will be considered prior to other recruitment methods.

· Transfers or reinstatements 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. 
All interested candidates must submit a standard State Application Form 678. Applications will be accepted only from individuals currently at the Legislative Coordinator level, applicants who have transfer or list eligibility, or individuals who are currently reachable on the Legislative Coordinator list.  All appointments are subject to SROA/Surplus provisions. Surplus applicants, please attach a copy of your surplus letter to the state application.

Please reference “RPA 2014-15 CCFC- 006” and state your eligibility in the Explanations section on your application. 

Are you ready for a challenge?  Are you looking for a rewarding career where you impact the lives of young children?  Here’s your chance!  First 5 California is recruiting for an energetic, committed, and experienced Legislative Coordinator. The successful candidate must possess strong organizational skills, commitment to quality client service, and a working knowledge of various software programs (e.g., Microsoft Word, Excel, and PowerPoint). First 5 California is located in the South Natomas area and includes FREE PARKING!


	CLASS TITLE

Legislative Coordinator
	POSITION NUMBER

319-001-6066-900

	RPA NUMBER

006 - CCFC

	FILE BY

9/4/14


ESSENTIAL FUNCTIONS
Perform all duties in support of the F5CA Executive Staff and the agency’s Strategic Plan for the furtherance of F5CA programs and oversee the legislative program by:

· Developing, with staff, F5CA’s annual legislative program, including advising the Executive Staff and State Commission on the political feasibility, risks, policy implications, and strategy related to individual proposals, including highly sensitive and/or confidential matters

· Drafting legislation and support materials to fulfill program and administrative priorities

· Leading the legislative work of F5CA through the legislative process; preparing legislative reports; and convening meetings to discuss and further legislative goals
· Preparing legislative amendments and proposals for Governor’s Office approval, Commission position letters on bills, and other legislative correspondence in order to effectively advocate Commission legislation

· Researching, developing, and preparing bill analyses of State Policy and Budget proposals, and recommending formal positions to Executive Staff

· Monitoring the progress of all state, local, and federal legislation affecting early childhood education and development

· Identifying and analyzing needs of F5CA’s legislative program and making recommendations to Executive Staff 

· Acting as the F5CA liaison with the 58 county commissions on all legislative matters

· Providing vision, leadership, technical assistance, and direction to the development of a statewide strategy for early learning and intergovernmental relations with federal, state, county, and district levels of government

In order to represent the Commission’s position on legislative items, the incumbent will be responsible for:
· Communicating official Commission positions to the Legislature, advocacy groups, and other interested parties at the county, state, and federal levels of government

· Representing F5CA at committee, informational, or “fact-finding” hearings before the Legislature, the Governor’s Office, the Department of Finance, and other governmental commissions, boards, and civic and stakeholder groups by testifying on and defending positions on legislation

· Developing, coordinating, and promoting support among various interest and constituency groups for the Commission’s legislative proposals; and serving as principle spokesperson for legislative activities at the county, state, and federal levels

Prepare Commission meeting materials and presentation aids related to legislative updates and proposals.

Using the guidelines set forth by the Department of General Services and F5CA, administer legislative, technical assistance, and commission support contracts by completing the following tasks:

· Preparing and reviewing the Request for Proposal (RFP) for presentation to bidders

· Recommending the appropriate contractor selection to Executive Staff and the State Commission upon commencement of the contract solicitation process 

· Review and approve contractor work plans to ensure deliverables are met and invoiced amounts are within budgetary boundaries
KNOWLEDGE, SKILLS, AND ABILITIES 
Knowledge of: Organization, functions, and processes of the Legislative Branch of California State Government, including committee structure, deadlines for introduction and action on bills, and procedures for selecting bill authors and methods of advocacy; constitutional authorities and responsibilities of the Governor as related to legislation; organization, functions and administrative processes of California State Government; Commission's Equal Employment Opportunity Program objectives; a manager's role in the Equal Employment Opportunity Program and the processes available to meet equal employment opportunity objectives.
	CLASS TITLE

Legislative Coordinator
	POSITION NUMBER

319-001-6066-900

	RPA NUMBER

006 - CCFC

	FILE BY




Ability to: Identify legislative objectives, draft legislation, and analyze legislation of concern to the Commission; develop techniques for assemblying, recording, retrieving, routing and analyzing a large volume of complex information concerning new legislation; analyze legislative data on enrolled bills; coordinate the work of others during general and special sessions of the Legislature; establish and maintain cooperative working relationships with those contacted in the course of work; recruit and encourage interested persons to participate in legislative matters of concern to the Commission; analyze situations accurately and adopt an effective course of action; communicate effectively; and effectively contribute to the Commission's equal employment opportunity objectives.
DESIRABLE QUALIFICATIONS

· Experience with the legislative process at both the federal and California State government levels. Must possess a thorough knowledge of the State’s budget process, legislative process, personnel laws and rules, collective bargaining, and contract administration

· Experience working with and presenting policy and program issues before the Legislature, local government, boards, and commissions; various control agencies; stakeholders; and/or the public

· Experience in responding to sensitive, controversial, high profile, and high risk policy inquiries received from the media, Governor’s Office, Legislature, Department of Finance, State Controller’s Office, Board of Equalization, State Personnel Board, agency directors, constitutional officers, and the public

· Experience working with systems and networks with highly diverse and special political, cultural, and economic significance. Also demonstrates sensitivity to the cultural and linguistic diversity in California

SPECIAL PERSONAL CHARACTERISTICS

· Demonstrates ability to act independently, is open-minded, flexible, and tactful; analyzes situations to adopt an effective course of action

· Effectively communicates, orally and in writing, in the preparation of legislative proposals, and drafting of legislation by using English language conventions for spelling, punctuation, grammar, and sentence and paragraph structure

· Acts in a professional manner and demonstrates a high degree of integrity, honesty, and ethical behavior, using openness and trust in daily practice

· Exhibits strong interpersonal and mentoring skills, and further establishes and builds rapport by modeling values-based behaviors

WORK ENVIRONMENT, PHYSICAL, OR MENTAL ABILITIES 
· Function effectively under stress and under deadlines

· Function effectively in automated environment

· Willingness to travel by car, bus, train, or airplane, as required, for successful job performance

· Occasionally bend, lift, and move file boxes, training materials and other items weighing up to 35 pounds in connection with duties of the position or acquire support services to accomplish needed tasks

· First 5 California currently does not offer a telework schedule
