	LITTLE HOOVER COMMISSION
	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

GOE -006 
ANALYST’S INITIALS

SM
DATE

4/23/14


	


	2. CLASS TITLE

Student Assistant
	3. POSITION NUMBER

327-100-4870-921

	4. TENURE

 LIMITED TERM
6-2-14 thru 7-25-14
	5.  TIME BASE

 FORMDROPDOWN 

	6. CBID



	7. OFFICE OF

LITTLE HOOVER COMMISSION
	9. LOCATION (CITY or COUNTY)

SACRAMENTO
	13.  FORMDROPDOWN 
 SALARY

$1,418 - $1,620


	8. SEND APPLICATION TO:


Little Hoover Commission

Attn: Carole D’Elia

925 L Street, Suite 805

Sacramento, CA  95814
	10. WORKING HOURS

MON - FRI,   8 a.m. - 5 p.m.
	

	
	11. PUBLIC PHONE NUMBER


(916)  445-2125
	

	
	12. CALNET NUMBER



	14. FILE BY

April 30, 2014


	<b>Please write RPA# GOE-006 on your State application </b> <br>

<br>

<b>Please call (916) 445-2125 for a full duty statement </b> <br>
<b>SELECTION CRITERIA: </b><br>
Students: Individuals who are currently enrolled in at least six (6) semester units or the equivalent of college courses, with a GPA of 2.0 or higher. <br>
<br>
Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled.<br>
<br>
<b>JOB DESCRIPTION: </b><br>
Under the direction of the executive director, the incumbent performs research for Commission studies using a wide range or resources, including the Internet and libraries;  assists in compiling statistics to provide information for Commission reports using organizational and computer skills; assists with studies using writing and computer skills and in accordance with instructions and direction from the executive director, deputy executive director and project managers;  assists in tracking proposed legislation that relates to Commission studies and maintains bill files;  assists in organizing and attends Commission meetings in Sacramento and occasionally out of town and takes notes on the discussion in order to provide information for Commission studies, using writing and computer skills. <br>
<br>
<b>KNOWLEDGE, SKILLS, ABILITIES AND DESIRABLE QUALIFICATIONS: </b> <br>
Ability to write clearly and concisely.  Ability to organize, set priorities and perform tasks with a high degree of accuracy; ability to prepare correspondence independently; communicates effectively; meets and deals tactfully with the public.  Interacts well with Commissioners, representatives of other state agencies, and internal staff; Should be dependable, demonstrates good attendance and have strong organizational skills; ability to adapt easily to changing priorities and follow verbal and written instructions; excellent computer skills and knowledge of software programs, including the Internet and Microsoft Word, Outlook and Excel. <br>
<br>
<b>TO APPLY: </b>
Send standard state employment application (Form Std. 678) to the Little Hoover Commission, 925 L Street, Suite 805, Sacramento, CA 95814, Attn: Carole D’Elia.  <br>
<br>
<br>

<b>Little Hoover Commission Web site:  www.lhc.ca.gov </b> <br>
<br>


	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

OAS1T(REV. 4/98)


