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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

SSJDC - 010
ANALYST’S INITIALS

KJM
DATE

01/11/16


	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

531-100-5393-701
	TENURE

 FORMDROPDOWN 
 
	TIME BASE

 FORMDROPDOWN 
 
	CBID

R01

	OFFICE OF

Sacramento-San Joaquin Delta Conservancy
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY

$4,600-$5,758

	SEND APPLICATION TO:

     
Sacramento-San Joaquin Delta Conservancy
1450 Halyard Drive, Suite 6

West Sacramento, CA 95691
Attn:  Jessica O’Connor
	REPORTING LOCATION OF POSITION

1450 Halyard Drive, Suite 6
	

	
	SHIFT AND WORKING HOURS

   FORMDROPDOWN 
 - 8:00am – 5:00pm
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MON through FRI,  DAYS OFF:  SAT-SUN
	

	
	PUBLIC PHONE NUMBER

(916)  375-2084
	
	

	
	SUPERVISED BY AND CLASS TITLE

Staff Services Manager I
	FILE BY

01/26/2016


	<b>To access more information, please go to the Department link: <a href=http://deltaconservancy.ca.gov/job-opportunities/target=”_blank”>JOB OPPORTUNTIES</a>
<br><br>
This is a job announcement for the Sacramento-San Joaquin Delta Conservancy located in West Sacramento, conveniently located off Interstate 5 with free parking.  The Delta Conservancy, a lead agency for ecosystem restoration in the Delta, the largest estuary on the west coast of North and South America, is seeking a self-motivated, dynamic individual to manage key administrative roles and responsibilities in support of executive management and the agency. The desired candidate possesses excellent communication and computer skills with a proven ability to work cooperatively with a small team, handle multiple changing priorities, demonstrate organizational skills, work independently, and take effective action. 
<br><br>
If interested in this position, please submit a completed employment application, STD. 678, cover letter, and résumé to the address below. Specify the Position Number on the State application as well as your basis for eligibility (i.e., SROA, surplus, reemployment, reinstatement, transfer, or list eligible) in the explanations box on the application.  If eligibility based on employment list, please submit a copy of exam results.  Surplus candidates must attach a copy of their letter.  Applications received without the above information MAY NOT be considered for review. If you are not a current or former State employee, you must first take an examination to obtain list eligibility. For information on how to become a state employee, please refer to the CALHR website: <a href=www.jobs.ca.gov/</a>
<br><br>
ESSENTIAL FUNCTIONS</b>/b><b
Independently review, analyze, and take action on a variety of complex forms, reports, documents and correspondence pertaining to federal and State programs; manage the Agency’s implementation of the Financial Implementation System for California (FI$Cal) system; maintain a working level knowledge of state financial management functions and processes including procurement and contracts, and an understanding of budgeting, accounting, and statewide financial reporting and management functions; manage complex fiscal reviews, analyze invoices against executed agreements for compliance and completeness, input and keep track of all invoicing through excel spreadsheets, prepare invoices for routing and management approval, and provide fiscal reports for management; monitor, review and track travel expenditures reports through the California Automated Travel Expense Reimbursement System (CalATERS); provide ad hoc and various reports and information to federal and State agencies monthly/quarterly/annually as required. 

<br><br>


	THE STATE OF CALIFORNIA IS AN EQUAL OPPORTUNITY EMPLOYER TO ALL REGARDLESS OF AGE, ANCESTRY, COLOR, DISABILITY (MENTAL OR 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 (INCLUDING PREGNANCY, CHILDBIRTH, BREASTFEEDING AND RELATED MEDICAL CONDITIONS), AND SEXUAL ORIENTATION

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

Associate Governmental Program Analyst 
	POSITION NUMBER

531-100-5393-701
	RPA NUMBER

SSJDC - 010
	FILE BY

01/26/2016

	Manage the agency’s Delta marketing grant for the Conservancy’s economic develop program; evaluate and report on a wide variety of economic development, working landscape, and Delta as Place activities in the Delta; attend relevant meetings, as necessary; develop, analyze, and promote a wide variety of grants focusing on economic development opportunities funded by various sources; develop and submit grant proposals for the Delta Conservancy to support its economic development projects; monitor and track the grant process, and work with control agencies to process all necessary documents; responsible for developing funding opportunities information to support Delta economic development, including maintaining the funding opportunity page on the Delta Conservancy's website, arranging community trainings, and participating in community events.

<br><br>
Review, prepare, and distribute all draft proposed agenda items, staff reports and meeting materials for the Delta Conservancy Board; primary administrative point of contact for Board members; post meeting agenda and materials to the Delta Conservancy's website provide research and recommendations and provide high-level, confidential and complex administrative support and analytical duties for the Board; develop and maintains meeting minutes and ensures completion of Board resolutions; track Board direction to staff on critical and/or sensitive projects and assure compliance; oversees Board policy review; provide analytical support in preparing draft policies and procedures; organize and coordinate activities related to Board meetings and other related meetings; review and submit Statements of Economic Interest (Form 700) for 23 Board members and Delta Conservancy staff to Fair Political Practices Commission.    

<br><br>
Review and provide comments and recommendations to Delta Conservancy management on environmental documents specific to the Delta Conservancy's program and other Delta planning documents specific to economic development and sustainability for the region; completes special research and analytical projects relating to the Delta Conservancy program goals and policies; draft staff recommendations, reports, memorandums, as well as other correspondence on policy matters to the Executive Officer and program staff. 

<br><br>
<b>DESIRABLE ATTRIBUTES, EXPERIENCE, AND QUALIFICATIONS</b>/
· Experience with Fi$Cal, and the State’s procurement and contracting process

· Handle changing priorities, establish and maintain cooperative working relationships with an interdisciplinary, interagency staff team, officials and technical experts from state and federal agencies, consultants, stakeholder groups, and the public.

· Must be able to independently analyze problems and take effective action.

· Handle sensitive and confidential assignments with tact and diplomacy.

· Ability to work cooperatively with a small team. 

· Work under pressure and time constraints.

· Communicate professionally and effectively both oral and in writing

· Experience in administratively supporting state boards and commissions.

· Ability to use Microsoft Office Suite products, including: Outlook e-mail/calendars, Word, Excel and PowerPoint.

· Maintain consistent and regular attendance. 

<br><br>
<b>KNOWLEDGE AND ABILITIES<b>
Knowledge of: Principles, practices, and trends of public and business administration, management, and supportive staff services such as budgeting, personnel, and management analysis; government functions and organization; and methods and techniques of effective conference leadership.

 <br><br>
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.

<br><br>>
SUPERVISION RECEIVED

The incumbent works under the lead of the Staff Services Manager I for the Delta Conservancy.

<br><br>>
SUPERVISION EXERCISED

None - may be assigned lead responsibility for a specific project, program function, or area of expertise.

<br><br>>
Conflict of Interest

Position is subject to financial disclosure; required to file Statement of Economic Interests (Form 700).


