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	EMPLOYMENT
       OPPORTUNITY
	1. RPA #
007-CCFC
FY 14/15
ANALYST’S INITIALS    
KJM
DATE
07/14/14



	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    
Associate Governmental Program Analyst
	POSITION NUMBER
319-001-5393-900

393-900
	TENURE
Permanent

	TIME BASE
[bookmark: Dropdown4][bookmark: Text24]      
	CBID
R01

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

$4,488
TO
$5,618 


	SEND APPLICATION TO:
First 5 California
2389 Gateway Oaks Drive, Suite 260
Sacramento, CA 95833
[bookmark: Text35]     
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
[bookmark: Text78][bookmark: Text79]MONDAY through FRIDAY  -- 8:00a.m. to 5:00p.m.
	

	
	PUBLIC PHONE NUMBER
[bookmark: _GoBack](916)  263-1050
	PUBLIC PHONE NUMBER
(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE
Debra Silverman, Education Administrator I, Training and Continuous Quality Improvement Office
	FILE BY
07/25/14



	
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 transfer criteria from the other department’s employment list to DGS’ employment list. 
· Applications will be evaluated based on eligibility and desirable qualifications.  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 Associate Governmental Program Analyst level, applicants who have transfer or list eligibility, or individuals who are currently reachable on the Associate Governmental Program Analyst 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- 007” and state your eligibility in the Explanations section on your application.

Are you looking for a rewarding career where you can have a positive impact on the lives of young children and their families?  Here’s your chance!  First 5 California is recruiting for an energetic, committed, and experienced Associate Governmental Program Analyst. 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 Sacramento in the South Natomas area and includes FREE PARKING!



















	CLASS TITLE
AGPA
	POSITION NUMBER
319-001-5393-900

	RPA NUMBER
007 - CCFC

	FILE BY
07/25/14


ESSENTIAL FUNCTIONS 
In order to support development of an Assessor Management System and carry out the obligations of the RTT-ELC contract, the incumbent will: 
· Manage internal and external inquiries and dissemination of information about the RTT-ELC Assessor Management System decisions, policies, and training processes  
· Prepare documents and coordinate webinars and face-to-face meetings with the RTT-ELC Consortia representatives 
· Maintain a virtual resource center for Consortia stakeholders to share local materials and resources related to assessor management activities, and recommend resource gaps

In order to support the training and reporting obligations of the Assessor Management System contract with CDE- Early Education and Support Division, the incumbent will: 
· Communicate with the Consortia to determine training needs 
· Arrange training logistics with consortia, contractor, and consultants
· Develop a tracking and recognition system for completed training (reliability) for shared use by consultants and consortia
· Research, collect, and synthesize best and promising practices for effective training and coaching on the Environmental Rating Scales and Classroom Assessment Scoring System tools
· Work with staff in the development and update of program reports for funder
· Develop and maintain spreadsheets using Excel, Access, and external training reports for analysis and reporting purposes  

In order to contribute to the development, implementation, and continuous quality improvement of the RTT-ELC Assessor Management System and make recommendations to the Education Administrator, the incumbent will:
· Perform various administrative and technical analytical support duties related to implementing the Assessor Management System by collecting, analyzing, and reporting on data from various systems and resources, identifying  problems or issues requiring a decision by the Education Administrator 
· Collect and synthesize research data pertaining to quality rating and improvement systems (QRIS) and evidenced-based practices in assessing and rating the quality of early learning programs 
· Prepare a variety of reports and PowerPoint presentations on quality early learning and assessment, teacher training and higher education systems, effective practices in teaching and learning, and child development
· Facilitate project completion by communicating directly with internal and external constituents to resolve problems
· Carry out operational and administrative functions to ensure specific activities are delivered timely and efficiently
· Confer with the RTT-ELC Consortia, county commissions, stakeholders, and other outside entities in connection with RTT-ELC and F5CA’s programs and activities when making programmatic and fiscal recommendations and decisions 
· Attend RTT-ELC Implementation Team Meetings, Consortia Meetings, and other meetings related to the execution of the RTT-ELC Assessor Management contract

MARGINAL FUNCTIONS
· Create, update, and purge comprehensive electronic and hard copy files in order to ensure security and accessibility to vital information according to the Records Retention Schedule
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· Consult with the deputy director, executive management, PMD managers, and staff, and participate in specialized work groups to meet F5CA’s mission of promoting healthy child development for children ages prenatal to 5

KNOWLEDGE, SKILLS AND ABILITIES 

Knowledge of: Principles, practices and trends of public and business administration; management and supportive staff services such as budgeting, personnel, and management analyses; government functions and organization; and methods and techniques of effective conference leadership.

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; coordinate the work of others, act as a team or conference leader; and appear before legislative and other committees.

DESIRABLE QUALIFICATIONS
· Excel and Access database development, maintenance, and report development
· Excellent computer skills using Word, Excel, and PowerPoint
· Ability to communicate effectively
· Knowledge and experience in grant application review, monitoring, and administration
· Knowledge of early childhood quality factors 
· Minimal experience in state contracting
· Familiar with California Legislative process

PHYSICAL ABILITIES
· Occasionally bend, lift, and move file boxes, training materials, and other items weighing up to 35 pounds in connection with duties or acquire support services to accomplish these tasks.

MENTAL ABILITIES
· Think and reason in analyzing quantitative and qualitative information
· Function effectively under demanding and competing deadlines
· Express ideas and facts orally in a clear and understandable manner that sustains listener attention and interest; tailor oral communication to the intended purpose and audience
· Understand and use written information that may be presented in a variety of formats, such as test, tables, lists, figures, diagrams; select reading strategies appropriate to the purpose, such as skimming for highlights, reading for detail, reading for meaning, and critical analysis
· Express ideas and information in written form clearly, succinctly, accurately, and in an organized manner; use English language conventions of spelling, punctuation, grammar and sentence and paragraph structure; and tailor written communication to the intended purpose and audience

SPECIAL PERSONAL CHARACTERISTICS 
· Ability to perform well under the pressure of numerous time-sensitive, high priority projects
· Ability to take initiative, and work both independently and as a team member
· Ability to work with diverse constituencies including county, local, and state agencies and groups
· Ability to represent F5CA at meetings with county commission staff, state departments, stakeholders, and others
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INTERPERSONAL SKILLS 
· Demonstrated ability to establish effective working relations; exercising tact, resourcefulness, and judgment with all groups contacted in the work

WORK ENVIRONMENT
· Willingness to travel by car, bus, train, or airplane as required for successful job performance
· F5CA currently does not offer a telework schedule
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