	Little Hoover Commission
	EMPLOYMENT

   OPPORTUNITY
	RPA #

GOE-007
ANALYST’S INITIALS

JE
DATE

7/6/15


	YOU MUST BE AN EMPLOYEE OF THE DEPARTMENT OF GENERAL SERVICES AND CURRENTLY HAVE  PERMANENT FULL-TIME CIVIL SERVICE STATUS IN THE SAME CIVIL SERVICE CLASSIFICATION AS THE POSTED POSITOIN OR CURRENTLY HAVE A PERMANENT INTERMITTENT CIVIL SERVICE STATUS IN THE SAME CIVIL SERVICE CLASSIFICATION AS THE POSTED POSITION AND MEET THE ELIGIBILITY CRITERIA FOR A TIME BASE CHANGE UNDER STATE PERSONNEL BOARD RULE 277.

	CLASS TITLE

Staff Services Analyst (General) 
	POSITION NUMBER

327-100-5157-XXX
	TENURE

 FORMDROPDOWN 
 
	TIME BASE

 FORMDROPDOWN 
 
	CBID

R01

	OFFICE OF

Little Hoover Commission
	LOCATION OF POSITION (CITY or COUNTY)

Sacramento
	 FORMDROPDOWN 
 SALARY

Ranges

A: $2873 – 3600

B: $3111 – 3895

C: $3731 – 4671



	SEND APPLICATION TO:

Jim Wasserman 
Deputy Executive Director
Little Hoover Commission
925 L Street, Ste. 805
Sacramento, CA  95814

	REPORTING LOCATION OF POSITION

925 L Street, Ste. 805, Sacramento
	

	
	SHIFT AND WORKING HOURS

Monday – Friday :   8 a.m. – 5 p.m.
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916)  445-2125
	PUBLIC PHONE NUMBER

(916)  445-2125
	

	
	SUPERVISED BY AND CLASS TITLE

Jim Wasserman, Deputy Executive Director
	FILE BY

7-20-15


	Please indicate RPA #GOE – 007 on your application.

SELECTION CRITERIA
· SROA/Surplus employees are encouraged to apply.

· Transfers, reinstatements, or recruitment from the employment list may be considered.
· A one-page Statement of Qualifications is required to be submitted with the application, detailing the person’s interest in the Little Hoover Commission and how her/his education and experience would make her/him a good fit for the position. 

· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled.
ESSENTIAL FUNCTIONS: Under the direction of the deputy executive director, the incumbent provides analytical and operational support by assisting in organizing public meetings and hearings, drafting press releases, public notices and other correspondence; performs research and analyzes information for Commission studies using a wide range of resources; using advanced writing skills, drafts background information and sidebars to assist with Commission studies; assists in compiling and analyzing statistics for Commission reports; attends Commission meetings in Sacramento and occasionally out of town and takes notes on the discussions to provide information for project managers and Commission studies; assists with the compilation of the public hearing materials to provide the Commissioners with their monthly binders;  updates the Commission’s website; and, designs and formats Commission reports to prepare them for publishing on the Commission’s website. (Call Little Hoover Commission at (916) 445-2125 to get a copy of the Duty Statement.)
DESIRABLE QUALIFICATIONS

· Ability to write clearly and concisely.

· Ability to perform tasks with a high degree of accuracy.

· Ability to organize and set priorities.

· Ability to design a publication for print.

· Ability to be flexible and work with diverse groups of people, including the Commissioners, Administration, Legislators, legislative staff, academics, local government officials, and the general public.
· Ability to use a personal computer, including the Internet, Microsoft Office, Web editing software, Adobe software and one or more design software programs and design a publication for print.



	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, MILIARY 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 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

GS P&B FOR BU 1 AND 4 (3/06)


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 analysis; governmental functions and organization.

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; 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. 

SPECIAL PERSONAL CHARACTERISTICS
· Willingness as a learner to do routine or detailed work in order to learn the practical application of administrative principles; and demonstrated capacity for development as evidenced by work history, academic attainment; participation in school or other activities, or by well-defined occupational or vocational interests; willingness and ability to accept increasing responsibility.

ADDITIONAL QUALIFICATIONS

· Ability to organize, set priorities, and work independently with a minimum of supervision.

· Ability to adapt easily to changing priorities and multiple deadlines in a fast-paced, high-powered environment.

INTERPERSONAL SKILLS 

· Interact successfully in a team environment. 

· Ability to receive and follow direction.

· Ability to maintain required job schedule. 

· Ability to focus attention on details and ability to follow work rules.
· May require overtime
