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	EMPLOYMENT
       OPPORTUNITY
	1. RPA #
013-CCFC
FY 13/14
ANALYST’S INITIALS    NSP
DATE  04-17-14




	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

$4,400
TO
$5,508 


	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
(916)  263-1050
	PUBLIC PHONE NUMBER
(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE
Sarah Neville-Morgan, Deputy Director (CEA A)
	FILE BY
5-1-14



	
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 2013-14 CCFC- 013” 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!
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ESSENTIAL FUNCTIONS 

In order to contribute to the development, implementation, and continuous quality improvement of new projects and program design related to the Strategic Plan, and to make recommendations to the Deputy Director and executive management, the incumbent will:
· Perform various administrative and the more complex technical analytical support duties that involve research on program areas and issues related to child development, family functioning, health care, school readiness, and systems of care
· Develop and provide reports and PowerPoint presentations on the effectiveness of education, health, and child-and-family focused support systems serving children ages 0 through 5 to be presented to audiences, including the State Commission
· Act as lead over operational and administrative functions to ensure specific special projects are delivered timely and efficiently
· Confer with the Governor’s Office, state and federal agencies, county commissions, stakeholders, and other outside entities in connection with First 5 California’s programs and activities 
· Conduct comprehensive research on a variety of issues by collecting, analyzing, and reporting on data from various systems and resources, identifying  problems or issues requiring a decision by the Deputy Director and management staff 
· Assist with the development of new program designs and the resulting Requests for Funding or Applications. Manage the application review and approval processes from application receipt to funding authorization 
· Assist in the development of reimbursement mechanisms and funding allocation formulas
· Analyze and report on programmatic connections to fiscal, evaluation, and/or research data 
· Provide assistance and support to First 5 California partners in the development, interpretation, and impact of policies, programs, funding, fiscal data, and general information

In order to support the work of the related program committees and workgroups, the incumbent will perform a broad range of analysis and research which includes, but is not limited to, the following duties:
· Communicate with diverse stakeholders at the local, state, and federal levels
· Prepare information for and participate in the Program Management Division’s (PMD) coordination of meetings, both internally and with external partners
· Collect and synthesize research data pertaining to brain development, quality rating and improvement systems (QRIS), screening and assessments, and evidenced-based practices in early learning programs and in related health issues
· Plan and coordinate policy discussions during public input sessions and related program workgroups
· Collect, synthesize, and report on public input on program goals and needs
· Prepare concise and meaningful written reports on costs and cost implications on the implementation of programs
· Provide analytical support to new trend development in First 5 California’s focus areas (e.g., Race to the Top-Early Learning Challenge, Family Engagement, and Help Me Grow)
· Review, analyze, and report on statewide data trends,  performance data census information 

In order to support the work of federal and state leveraging program implementation, the incumbent will:
· Monitor federal RFPs and federal budgets as they pertain to early learning and healthy development
· Coordinate meetings and prepare presentation materials on new federal standards for funding
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· Perform fiscal analysis of federal funding received in California for children ages 0 through 5 and the projected impact to California’s financial support and outcomes for children ages 0 through 5
· Collect, identify, summarize the due dates and criteria related to the federal application process to the Deputy Director and executive management
· Assist with the preparation of State responses to a broad range of funding opportunities
· Develop crosswalks and other tools to highlight issues of alignment across programs and funding opportunities
· Coordinate statewide Webinars and other communication sessions regarding Federal and State program activities
· Assist in assessing and reviewing legislation for children ages 0 through 5 and assess the program impact of the legislation

In order to provide general analytical support in a broad range of program areas related to early learning; health and social services; family education and support; and special needs, the incumbent will:
· Create allocation formulas for funding or resources to counties based on Commission-approved project allocations 
· Research, analyze, and write reports and policy briefs related to First 5 California’s projects and make recommendations regarding best and promising practices
· Organize PMD’s electronic files and modify database design as required when programs change to ensure program information is properly captured and up-to-date 
· Participate in the design of programs and their evaluations to ensure the design will capture program effectiveness and allow for data extrapolation for reporting purposes 

In order to provide assistance to the Deputy Director, incumbent will: 
· Independently develop and manage a comprehensive system designed to monitor and review all projects, reports, tasks, and work plans assigned to PMD staff ensuring accuracy, quality, completion, and adherence to policy
· Facilitate project completion by communicating directly with internal and external constituents to resolve problems
· Prepare a variety of reports, and finalize documents for publication
· Review and evaluate internal and external publications for consistency with First 5 California policies and procedures. Independently edit materials and submit to the Deputy Director for approval
· Research and interpret First 5 California policies and formulate written or verbal recommendations based on completed resource findings, comprehensive knowledge of First 5 California, and sound judgment
· Assist staff with administrative issues and procedures, and make recommendations for possible solutions
· Implement necessary changes to resolve problems/issues
· Screen, research, and prepare all programmatic issues before presenting to the Deputy Director with options for resolution 
· Prepare and respond to correspondence for the Deputy Director, such as general and local government inquiries, program related inquires, and requests for public records in accordance with the California Public Records Act (CPRA)

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 First 5 California’s mission of promoting healthy child development for children ages 0 through 5

KNOWLEDGE 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; 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 committees.

DESIRABLE QUALIFICATIONS 
· Extensive experience researching and reviewing data to draw sound conclusion
· Maintain a high degree of inter-agency and county relationships when involving broad areas of complex administrative action and recommendation
· Significant experience in committee and workgroup planning/management
· Ability to perform completed staff work that is accurate and thorough
· Familiarity with California’s early learning system and current research including health, social support services, QRIS, and child development for children ages 0 through 5
· Familiar with the roles of the Governor’s Office, Legislature, Department of Finance, Department of Health Care Services, Department of Public Health, California Department of Education, and Department of Social Services in Children ages 0 through 5 issues
· Knowledge of the Federal and state budget systems, policy development, and grant administration
· Excellent computer, data, and reporting skills using MS Office (Word, Excel, Access, Outlook, PowerPoint) and the Internet
· Knowledge of the state’s contracting policies and processes
· Ability to make powerful presentations and present complex information and technical data to executive management and in small and large group public forums
· Knowledge and experience in budgeting, accounting and project management
SPECIAL PERSONAL CHARACTERISTICS
· Ability to work on a fast track and able to successfully prioritize high-level task when faced with competing requests, demands and deadlines
· Demonstrated capacity for assuming increased responsibility, originality, open-mindedness, and tact
· Excel in facilitating group discussions and conducting meetings to achieve results
· Display ingenuity in anticipating and meeting unexpected situations
· Is flexible in adapting to changing conditions
· Ability to represent First 5 California in a professional manner and easily gain acceptance by others
· Ability to work with diverse constituencies
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WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES 
· Travel upon occasion by car, bus, train, or airplane 
· Think and reason in analyzing quantitative and qualitative information
· Function effectively under demanding and competing deadlines
· Follow written and verbal instructions and handle multiple tasks with tact and efficiency
· Express ideas and information in written form clearly, succinctly, accurately, and in an organized manner
· Use English language conventions of spelling, punctuation, grammar, sentence, and paragraph structure
· Express ideas and facts orally in a clear and understandable manner that; 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 text, 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
· 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 when needed 
· First 5 California currently does not offer a telework schedule
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