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	EMPLOYMENT
       OPPORTUNITY
	1.  RPA #
009285-OLS
ANALYST’S INITIALS

NSW
DATE
04/08/15


	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
SPECIAL INVESTIGATOR
	POSITION NUMBER
306-060-8612-913

	TENURE
[bookmark: Dropdown1][bookmark: Text22]      
	TIME BASE
Full Time
	CBID
R07

	OFFICE OF
Office of Legal Services
	LOCATION OF POSITION (CITY or COUNTY)
[bookmark: Text71]West Sacramento
	 SALARY

Ranges A
through C

$3,902
To
$6,076



	SEND APPLICATION TO:
Department of General Services
Office of Legal Services
707 Third Street, 7th Floor, MS 102
West Sacramento, CA  95605
Attn:  Patricia Whitfield
	REPORTING LOCATION OF POSITION
707 Third Street 7th Floor, West Sacramento 95605
	

	
	SHIFT AND WORKING HOURS
 - 8:00 am to 5:00 pm
	

	
	WORKING DAYS, SCHEDULED DAYS OFF
[bookmark: Text78][bookmark: Text79][bookmark: Text80]MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER
(916)  376-5090
	PUBLIC PHONE NUMBER

	

	
	SUPERVISED BY AND CLASS TITLE
Henry Nanjo, Assistant Chief Counsel
	FILE BY
04/29/15



	<br>
HOW TO APPLY AND SELECTION CRITERIA - - <br>
<br>
· SROA/Surplus employees are encouraged to apply (include a copy of your SROA documentation).<br>
· Transfers, reinstatements, or recruitment from the employment list may be considered.  Consideration may be given to applicants on another Department’s employment list, provided the criteria are met to transfer the eligibility from the employment list to DGS’ employment list.<br>
· All interested applicants must submit to the address above a standard State Application Form STD 678 (rev. 6/2010) with original signature, and résumé and must clearly indicate the basis of their eligibility in the “Explanations” section of the STD 678. <br>
· If list appointment, include a copy of your exam results as well as copies of college diploma/transcripts. br>
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled.<br>
<br>
The Department of General Services’ (DGS) Core Values and Employee Expectations are key to the success of the Department’s Mission. That mission is to “Deliver results by providing timely, cost-effective services and products that support our customers.”   DGS employees are to adhere to the Core Values and Employee Expectations, and to perform their duties in a way that exhibits and promotes those values and expectations.<br>
<br>
DUTIES<br>
<br>
Under the general direction of the Assistant Chief Counsel, and the Deputy Director & Chief Counsel this position is the primary investigator for DGS and will be responsible for the most sensitive and complex investigations, in addition to establishing procedures and other management tools to ensure the accountability and integrity of DGS’s investigative process.  The incumbent will be responsible for investigations either as the principal investigator or the investigation coordinator across all DGS division and operating units.  This position does not have peace officer authority pursuant to Penal Code Section 830 et seq. 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
GS1T (REV. 1/98) - BPM 03/00



	 CLASS TITLE
SPECIAL INVESTIGATOR
	POSITION NUMBER
306-060-8612-913
	RPA NUMBER
OLS-9285
	FILE BY
04/29/15

	<<br>
ESSENTIAL FUNCTIONS <br>
<br>
In order to provide investigative services and establish procedures and other management tools to ensure the accountability and integrity of DGS’s investigative process, the incumbent will be independently responsible for investigations either as the principal investigator or the investigation coordinator across all DGS divisions and operating units.  Incumbent will utilize investigative techniques and procedures,  the DGS Manual and departmental policies, personnel management practices, and Federal, State and local law enforcement, as well as using modern office methods, supplies and equipment to perform the following duties under the general direction of the Assistant Chief Counsel:<br>
<br>
· Plan, organize and conduct complex, criminal, civil, and administrative investigations to detect or verify suspected violations serving the needs of DGS’ Office of Legal Services, Office of Human Resources, Equal Employment Opportunity Office, and the overall needs of management for investigative services.<br>
· Identify, gather, assemble, evaluate and preserve statements, affidavits, and other evidence for use in administrative legal action.<br>
· Develop and gather physical, documentary, and testimonial evidence and coordinate its analysis in preparation for submission of findings to administrative and judicial forums.<br>
· Conduct confidential office and field investigations, related to adverse action matters, miscellaneous personnel matters, litigation matters, and matters handled by the department’s Equal Employment Opportunity Office to prepare for administrative actions.<br>
· Serve subpoenas, adverse actions, and other legal documents.<br>
· Prepare concise detailed reports of the events of an investigation.<br>
· Contact, interview, and take statements of individuals and representatives of business or governmental organizations to detect or verify suspected violations.<br>
· Prepare witness summaries.  <br>
· Assist attorneys in preparing and presenting cases and testifying at a variety of hearings and trials.<br>
· Maintain accurate master investigation case files.<br>
· Develop systems and documentation to ensure the accountability, fairness, and transparency of the DGS investigative process.<br>
· Provide coordination and training on investigative tactics to other DGS officials.<br>
· Conduct surveys, studies, and analysis to monitor consistency and compliance with DGS core values and state personnel rules at the request of executive management.<br>
<br>
KNOWLEDGE AND ABILITIES<br>
Knowledge of:  
· Investigation techniques and procedures.<br>
· Rules of evidence and court procedures.<br>
· Laws of arrest, search and seizure.<br>
· Legal rights of citizens.<br>
· Service of legal process<br>
· Interviewing techniques.<br>
· Duties of Federal, State, and local law enforcement agencies.<br>
· Provisions of the laws, rules, or regulations enforced or administered.<br>
· Principles and techniques of personnel management and supervision.<br>
<br>
Skill to:  Perform investigatory work; and plan, organize, and direct investigations.<br>
<br>
Ability to:<br>
· Interpret and apply laws and regulations to specific situations.<br>
· Gather and analyze facts and evidence.<br>
· Reason logically, draw valid conclusions, and make appropriate recommendations.<br>
· Communicate effectively.<br>
· Prepare written documents and accurate detailed investigation reports clearly and concisely.<br>
· Follow written and oral instructions.<br>
· Participate effectively in investigations and interviews.
· Analyze situations accurately, think and act quickly in emergencies, and take an immediate and effective course of action.<br>
· Develop, organize, prioritize, and manage multiple case investigations, work plans, and other assignments or tasks.<br>
· Review and evaluate the work of others; and provide guidance and constructive feedback.<br>
· Establish and maintain cooperative working relationships with Federal, State, local law enforcement agencies and others.<br>
<br>
MINIMUM AGE: <br<>
· Minimum age for appointment is 21 years.<br>r>
<br>
DESIRABLE QUALIFICATIONS:<br>
· Proficient in working with various computer databases and software packages such as Microsoft Word, Access, Excel, PowerPoint, and Outlook. <br>
· Experience working with the internet.<br>
· Experience in working with clients in a professional, competent manner. <br>
· Experience in conducting investigations regarding various personnel matters, including adverse actions and Equal Employment Opportunity cases for administrative action. <br>
· Experience in interviewing diverse character witnesses. <br>
· Ability to develop systems and documentation to ensure the accountability, fairness, and transparency of an investigative process. <br>
· Experience in maintaining accurate master investigation case files. <br>
<br>
SPECIAL PERSONAL CHARACTERISTICS:<br>
· Possession of a valid California driver’s license.<br>
· Working irregular hours may be required including nights, holidays, and weekends. <br>
· Travel may be required.  <br>
· Ability to prioritize multiple, changing assignments within short deadlines with limited supervision.<br>
· Aptitude for investigation work.<br>
· Ability to be flexible.<br>
· Keenness of observation.<br>
· Good memory for names, faces, places, and incidents.<br>
· Neat personal appearance.<br>
· Possess tact, emotional stability and maturity.<br>
· Ability to work cooperatively with a variety of individuals and organizations and maintain the confidence and respect of others.<br>
· Ability to work effectively under pressure.<br>
<br>
INTERPERSONAL SKILLS:<br>
· Work well in a team-oriented environment, with strong interpersonal skills.<br> 
· Effective written and oral communication skills.<br>
· Ability to communicate with a diverse community, which may involve some exposure to aggressive clientele or adversarial conditions. <br>
<br> 


WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES REQUIRED TO PERFORM DUTIES:<br>
WORK ENVIRONMENT<br>
· Standard office setting, in addition to a variety of locations and environments depending on subject of the investigation.<br>
· Appropriate business dress for the work environment. <br>
· Willingness to travel.
<br>
MENTAL ABILITIES<br>
· Effectively manage stress associated with multiple projects and assignments under short time constraints.<br>
· Ability to work well under difficult circumstances.<br>
Some of the above requirements may be accommodated for otherwise qualified individuals requiring and requesting such accommodations.<br>
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