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	EMPLOYMENT
       OPPORTUNITY
	1. RPA #
010-CCFC
FY 14/15
ANALYST’S INITIALS    
TL
DATE
10-27-14



	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    
Research Program Specialist I
	POSITION NUMBER
319-001-5742-900

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

$4,930
TO
$6,171 


	SEND APPLICATION TO:
First 5 California
2389 Gateway Oaks Drive, Suite 260
Sacramento, CA 95833
[bookmark: Text35]     
Attn:  Kathy Ellis
	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
(916)  263-1050
	PUBLIC PHONE NUMBER
(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE
David Dodds, Deputy Director (CEA A)
	FILE BY
11-7-14



	
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 Research Program Specialist I level, applicants who have transfer or list eligibility, or individuals who are currently reachable on the Research Program Specialist I 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- 010” 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 (F5CA) is recruiting for an energetic, committed, and experienced Research Program Specialist I. 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). F5CA is located in Sacramento in the South Natomas area and includes FREE PARKING!
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ESSENTIAL FUNCTIONS 

In order to support and conduct evaluations of F5CA programs with special focus on the CSP (additional evaluation efforts may include the CARES Plus Program, annual reporting, or other activities of F5CA), the incumbent will:  
· Independently contribute to research, evaluation, and/or technology projects that collect data for evaluation efforts related to professional development of teachers in the early childhood education field
· Develop and document evaluation policies, procedures, and protocols 
· Assist in review and oversight of research protocols submitted to appropriate Institutional Review Boards on behalf of the State Commission, county commissions, or external contractors
· Implement protocols for data security and human subjects protection
· Engage in the collection, compilation, analysis, and interpretation of quantitative or qualitative data in support of the First 5 statewide evaluation process. This may include analyses of data collected through F5CA data systems and surveys or appropriate information from the U.S. Census Bureau, the California Department of Finance, the California Department of Education, and other relevant sources
· Perform statistical analyses, including data description (frequencies, cross-tabulations) and hypothesis tests (tests of significance) for difference, trend, or multivariate modeling using Statistical Analysis System (SAS) or similar software
· Identify appropriate scientific literature for theory or evaluation methods as needed for particular projects

In order to support data system operations and training related to evaluation efforts of F5CA with special focus on the CSP (additional evaluation efforts may include the CARES Plus Program, annual reporting, or other activities of F5CA), the incumbent will: 
· Coordinate data collection and reporting with F5CA staff, county commission staff, and evaluation contractors 
· Contribute to solutions development and troubleshooting with internal information technology staff, contractors, and stakeholders 
· Participate in user support Help Desk services when needed
· Develop training and user support materials with program staff, information technology staff, information technology contractors, and contractors. Training materials may include, user guides, presentations, video, or other media
· Provide training by means of webinars, conference calls, correspondence, or individualized support
· Provide information to county commissions and stakeholders by means of written correspondence

In order to provide consultative services on research and evaluation related to F5CA’s Strategic Plan, the incumbent will: 
· Participate in work groups related to strategic planning of program and evaluation activities sponsored by F5CA and stakeholders. Stakeholders may include, county commissions, program partners, contractors, and the general public
· Create, edit, and present evaluation and/or research reports and briefings on activities of F5CA
· Review program evaluation proposals and reports prepared for the Commission regarding strengths and weaknesses, appropriateness, feasibility, effectiveness, costs, and timeliness 
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In order to ensure compliance with F5CA standards for contract development and the State Contracting Manual, the incumbent will:
· Develop and oversee a variety of contracts for research and evaluation activities  
· Monitor the terms of assigned contracts to ensure deliverables are met. Contracts may include, interagency agreements or standard contracts resulting from a competitive bidding process

The incumbent will perform other duties as required, including the organizational and technical support necessary to ensure the Evaluation Division functions at full capacity.

KNOWLEDGE AND ABILITIES
Knowledge of: Research methods and techniques; application of computerized models to research data; statistical and other methods used in the analysis and projection of data; survey methods and analytical techniques; operations research methods.
 
Ability to: Communicate effectively to individuals and groups related to the area of research; analyze and make recommendations; plan and carry out research projects; prepare and present technical reports; establish and maintain cooperative relationships with others.
Special Personal Requirements: Demonstrated ability to act independently; initiative; flexibility; and tact.

DESIRABLE QUALIFICATIONS
· Proficient in Microsoft Access, Word, Excel, and PowerPoint

Must possess:
· Expertise in statistical software (SAS or Structured Query Language) for analysis of large data sets
· Excellent written/verbal communication and organization skills
· Expertise in research methodology, methods and techniques, and statistics
· Expertise in program evaluation principles, concepts, and terminology
· Understanding of principles of public administration, organization, and management
· Strong organizational and project management skills

Knowledge of:
· Commission policies and procedures
· Early childhood education and development

Ability to:

· Reason logically and creatively, develop effective solutions, and make recommendations 
· Gather, compile, analyze, summarize, and interpret information and data
· Design and implement research and evaluation related projects

SPECIAL PERSONAL CHARACTERISTICS
· Possess ability to perform well under the pressure of time-sensitive, high priority projects
· Possess positive interpersonal skills and the ability to interact with a wide range of people
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WORK ENVIRONMENT, MENTAL AND PHYSICAL
· Ability to use a personal computer
· Ability to 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
· Understand and use information that may be presented in a variety of formats, such as data sets, tables, lists, figures, and diagrams; select reading strategies appropriate to the purpose, such as skimming for highlights, reading for detail, reading for meaning, and critical analysis
· Function effectively under demanding and competing deadlines
· Ability to occasionally bend, lift, and move file boxes, and other items weighing up to 15 pounds, or acquire support services when needed 
· Willingness to travel on occasion by car, train, or airplane
· F5CA currently does not offer a telework schedule
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