	Public Employment Relations Board
	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

007 & 008 PERB
ANALYST’S INITIALS

KM
DATE

12/18/2014


	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

Conciliator 
	POSITION NUMBER

315-004-9525-xxx 
	TENURE

 FORMDROPDOWN 
      
	TIME BASE

 FORMDROPDOWN 
      
	CBID

E97

	OFFICE OF

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

Statewide – 2 vacancies
	 FORMDROPDOWN 
 SALARY

$6393 to $8005

	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

 FORMDROPDOWN 
 - Exempt
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY
	

	
	PUBLIC PHONE NUMBER

maguayo@perb.ca.gov


	

	
	
	FILE BY

12/30/14


	SELECTION CRITERIA
Provide a completed State application and a detailed résumé. 

Submit applications by U.S. mail or email to the address above. Applications will be evaluated and interviews may be scheduled. 

· SROA/Surplus employees are encouraged to apply. 

· Transfers, reinstatements, or recruitment from the employment list may be considered.  

· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. 

*PERB is excluded from the collective bargaining units. 

This position is designated under the Conflict of Interest Code. The position is responsible for making, or participating in the making, of governmental decisions that may potentially have a material effect on personal financial interests. The appointee is required to complete form 700 within 30 days of appointment. Failure to comply with the Conflict of Interest Code requirements may void the appointment.




	The State of California is an equal opportunity employer to all, regardless of age, ancestry, color, disability (mental and physical), exercising the right to family care and medical leave, gender, gender expression, gender identity, genetic information, marital status, medical condition, military or veteran status, national origin, political affiliation, race, religious creed, sex (includes pregnancy, childbirth, breastfeeding and related medical conditions), and sexual orientation. 
It is the objective of the State of California to achieve a drug-free workplace. 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 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

Conciliator
	POSITION NUMBER

315-004-9525-xxx
	RPA NUMBER

007 & 008 PERB
	FILE BY

12/30/14

	DUTIES

Under the direction of the Presiding Conciliators, as an impartial representative of the California Conciliation Service, the Conciliator mediates and conciliates labor disputes and secures settlements of such disputes and grievances arising from the negotiation and interpretation of collective bargaining agreements or other recognized relationships; promotes the use of conciliation, arbitration, and fact-finding as means of preventing or resolving industrial disputes; performs preventive and advisory conciliation as required; makes investigations of labor disputes; and performs other work as required.
ESSENTIAL FUNCTIONS 
CONTRACT DISPUTE MEDIATION

In order to ensure that work is performed in conformance with the accepted standards and protocols of mediation and conciliation work, the incumbent will: 
· Prioritize workload and scheduling to accommodate contract disputes related to the negotiation of new and successor collective bargaining agreements, according to urgency and the appropriate statutory requirements. 
· Confer with representatives of the parties to the disputes to set schedules and location, identify unusual issues, describe the process to be used, and provide information, as needed. 
· Make use of a broad range of mediation techniques, skills, and experience, to effect compromise toward settlement of the disputes, including developing viable proposals for consideration. 

· Perform appropriate follow-up actions, including referrals. 
GRIEVANCE AND OTHER LABOR-MANAGEMENT DISPUTE MEDIATION b
· Understand the applicability of collective bargaining language, local rules (i.e., Employee-Employer Relations Resolutions, personnel policies, local statutes or administrative regulations) to the issues of the grievance or complaint. b
· Using experience, knowledge of similar situations, and mediation technique, identify and clarify issues, identify possible alternatives for exploration, and engage the parties in developing solutions and/or accepting positions. b
· Introduce viable proposals for settlement if the parties are unable or unwilling to develop their own. b
b
MEDIATE AND MAINTAIN AGREEMENTS AND PROVIDE RELATED SERVICES b
In order to ensure that all parties involved in requests for elections, and for other work that may be chargeable, the incumbent will:

· Clarify that the work being requested is understood and agreed-upon by all parties, conducting pre-mediation conferences, as needed. b
· Develop Memoranda of Agreement (MOAs), and any other documents specific to the type of services being sought, clarifying terms and conditions of the assignment, and obtain signatures. b
· Maintain appropriate records, schedule events and meetings according to the agreements and any applicable local rules, collective bargaining language, and/or state and federal statutes. b
· Perform the work in accordance with the agreements and the policies and procedures of the State Mediation and Conciliation Services Division, including supervising elections, providing training and facilitation, or performing interventions for the resolution of conflict in the workplace. b
· Maintain accurate records of activities for any prescribed timeframes, and report charges to be billed monthly, or ad hoc, as appropriate. b
b
PROVIDE TRAINING AND FACILITATION, AND PERFORM OUTREACH b
· Train labor and management organizations, jointly or separately, in Interest-Based Bargaining, managing and resolving conflict in the workplace, and the effective use of joint labor-management committees, or other techniques that promote harmonious labor-management relations. b
· As requested or offered, promote harmonious labor-management relations’ techniques as a speaker or panel member. b
· Maintain an awareness of developing labor-management strife and/or disputes, and proffer services, as appropriate.
CREATE AND MAINTAIN RECORDS AND REPORTS b

· Create accurate electronic case files, associated electronic and paper records, and other documents, as needed. b
· Maintain electronic and paper records timely, and in accordance with policies, procedures, and/or relevant statutory requirements for destruction or retention. b
OTHER DUTIES, AS ASSIGNED b
· Perform other tasks and assignments related to the mission of the State Mediation and Conciliation Service Division, as requested or required. b
KNOWLEDGE AND ABILITIES b
A.  Knowledge of: 
1. Techniques and methods of conciliation and mediation. b
2. Tactics and methods used by labor and management in labor disputes in both the private and public sectors. b
3. Federal and State laws relating to negotiation and interpretation of collective bargaining agreements. b
4. History of collective bargaining, labor organization, labor legislation, present day organization, policies, and activities of the major labor unions and employer associations. b
5. Prevailing practices and precedents in regard to matters subject to collective bargaining agreements, including master agreement negotiations and industry-wide bargaining. b
6. Federal and State laws relating to wages, hours, and working conditions. b
7. Laws, techniques, and methods of arbitration. b
8. Job analysis techniques and various job evaluation and merit rating plans. b
9. California trade, industrial and agricultural conditions and trends and California statutes relating to employment in school systems and the various political subdivisions throughout the State.b
B.  Ability to: b
1. Work effectively under stressful and unfavorable conditions. b
2. Apply the techniques and methods of conciliation and mediation. b
3. Analyze and evaluate situations, facts, and conflicting evidence, and reach and present sound conclusions. b
4. Prepare clear and logical reports. b
b
DESIRABLE QUALIFICATIONS bb
Demonstrated objectivity; demonstrated proficiency in dealing effectively with people of varying personalities, temperaments, prejudices, loyalties, ambitions, and personal attitudes, and in commanding their respect; judicial temperament, perseverance, tact, mental alertness, good physical and mental stamina; willingness to work irregular hours and to travel to all parts of the State on short notice. b
b
SPECIAL PERSONAL CHARACTERISTICS b
· Ability to work independently with tasks of varying levels of difficulty b
· Ability to handle sensitive and confidential assignments with tact and diplomacy b
· Ability to work under pressure and time constraints b
· Ability to handle changing priorities b
· Excellent Attendance b
b
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES b
· Requires ability to effectively handle stress and deadlines 
· Ability to use a computer and the suite of Microsoft Office applications b



SUPERVISED BY AND CLASS TITLE:





Presiding Conciliator








