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	1.  RPA #

014-PERB
ANALYST’S INITIALS

JE
DATE

5/13/15


	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

Associate Personnel Analyst
	POSITION NUMBER

315-003-5142-xxx
	TENURE

 FORMDROPDOWN 
 12 Months
	TIME BASE

 FORMDROPDOWN 
      
	CBID

E97

	OFFICE OF

Public Employment Relations Board
	LOCATION OF POSITION (CITY or COUNTY)

Sacramento (Midtown)

	 FORMDROPDOWN 
 SALARY

$4488 - $5618

	SEND APPLICATION TO:

Public Employment Relations Board

Attn:  Taji Jordan
1031 18th Street

Sacramento, CA  95811
              or
tjordan@perb.ca.gov

	
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 8:00 a.m. to 5:00 p.m.
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY
	

	
	PUBLIC PHONE NUMBER

tjordan@perb.ca.gov

	

	
	
	FILE BY

5/28/15


	The Public Employment Relations Board is a quasi-judicial administrative agency charged with administering the collective bargaining statutes covering employees of California's public schools, colleges, and universities, employees of the State of California, employees of California local public agencies (cities, counties and special districts), trial court employees and supervisory employees of the Los Angeles County Metropolitan Transportation Authority. This position is an excellent opportunity for someone with a background in several areas of administration who seeks challenges and career growth.
SELECTION CRITERIA
To be considered a completed State application (STD 678) and resume must be received no later than May 28, 2015 via email or U.S. mail at the addresses listed above.
>
· SROA/Surplus employees are encouraged to apply.

· Transfers, reinstatements, or employment list eligible applicants may be considered.
· Applications will be evaluated based on eligibility and desirable qualifications. Interviews may be scheduled.
Position Summary
Under general direction of the Staff Services Manager I (SSM I), the Associate Personnel Analyst (APA) functions as a full journey level analyst, subject matter generalist, in all areas of: classification and compensation, exams and certification, health and safety, recruitment and selection, performance management, personnel transactions, and workforce planning. The APA will be responsible for conducting analytical studies and surveys; formulating procedures, policies and programs alternatives and making recommendations on a broad spectrum of human resource related program problems.




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, military 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 workplace. 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 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: Associate Personnel Analyst
	Position Number:
315-003-5142-xxx
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	ESSENTIAL FUNCTIONS
Provide clear interpretation and application of the laws, rules, policies and procedures that govern the State of California Civil Service system and ensure their application to human resources activities; research and provide consult to management and staff on complex and difficult issues; survey and develop an annual examination plan; coordinate examinations as needed; review and maintain current human resources policies; serve as the Employee Assistance Program coordinator and disseminate information to all staff as needed; coordinate various annual requirements such at open enrollment and leave buy-back programs with CalHR, State Personnel Board, and the State Controller’s Office; drive on public roads and by commercial transit to attend forums and training to remain current on delegation and legal requirements pertaining to operation of a human resources program.

Serve as lead person to the Personnel Specialist. Research and respond to the most technical and complex issues regarding compensation, benefits, leave, and position control; coordinate onboarding, separations, and requirements for official personnel files.

Provide sound recommendations on classification and compensation issues. Assist managers and supervisors in the preparation of duty statements, job descriptions and position justifications. Analyze the potential impact of classification changes and compensation issues and carry out program needs include hiring above minimum, red circle rates, salary exceptions and special salary adjustments. Prepare Classification and/or Certification Action Request (Form 625) when justification of a compelling management need, correction of a misallocated position, or request for an out of class assignment is presented by management. 

Complete program Request for Personnel Actions and Exempt Position Requests in accordance with regulations and departmental best practices; review applications for education and experience needed to meet the minimum qualifications of a classification and determine applicants transfer eligibility; request certifications list and ensure that list are consistent with appointment tenure and time base for vacant position; prepare contact letters, record receipt and response on master certification list within the Examine Certification Online System (ECOS); research and respond to inquiries regarding job opportunities, civil service selection rules, policies and procedures.

Coordinate the recruitment and selection of employees; seek out and coordinate applicant sources; create correspondence to applicants, management, and other state agencies as needed, through the various stages of the recruitment process. Counsel Managers and Supervisors on the different civil service recruitment options used for filling a vacant position. Prepare and post job bulletins for vacant positions using the CalHR Vacant Position (VPOS) database. Complete position hiring records according to State Personnel Board and CalHR requirements. Prepare and maintain current employee onboarding and separation requirements and forms. Provide consultation to new employees on benefit selection and options available.

Manage the training program for all employees. Identify annual training requirements; disseminate and collect training plans; monitor enrollment and completion records; prepare reports on history and completion progress to management.

Coordinate audit requests on delegation requirements from the State Personnel Board and CalHR. Prepare records and respond to requests. Collects PERB employee Workforce and Equal Employment Opportunity (EEO) data, analyses the data, prepares annual reports, and recommends improvements to management.

Handle all aspects of Workers’ Compensation, Return to Work and Employee Health and Safety programs. Counsel and interacts with injured/ill workers, supervisors, management, control agency representatives, attorneys, physicians and others involved in investigating and resolving claims related to Return to Work  and Worker’s Compensation. Provide necessary information regarding reasonable accommodation request to staff and management, and processes requests. Provides recommendations on Return-to-Work and Health and Safety issues. Gather, tabulate and analyze data regarding claims management and workers’ compensation cost. Functions as the liaison between the department, employees, and State Compensation Insurance Fund (SCIF). Ensure reporting and employee board posting requirements are met and prepare annual CalOSHA reporting.

Consult with and advise managers and supervisors on issues involving employee performance, corrective or adverse actions and out of class grievance in an effort to mitigate and/or resolve issues. When adverse action is necessary, review documentation, assist in preparing corrective or adverse action, notification of adverse action, and administrative time off requirements. 

Act as the Statement of Economic Interest (Form 700) filing officer, monitor and update the PERB Form 700 policy and procedures. Assist in the administration of Fair Political Practice Commission 

(FPPC) requirements. Review and maintain required forms from designated employees to ensure accuracy, timely submission and compliance with FPPC mandates; including the issuance of fines when necessary.
KNOWLEDGE AND ABILITIES 
Knowledge of: Principles, practices, and trends of public business administration, management, and supportive staff services such as budgeting, personnel, and management analysis; and government 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 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 work; coordinate the work of others, act as a team or conference leader; and appear before legislative and other committees.
SPECIAL PERSONAL REQUIREMENTS
Demonstrated ability to act independently, open-mindedness, flexibility, and tact.

DESIRABLE QUALIFICATIONS
· Experience or coursework in general business and human resources management

· Strong ethics


· Excellent written and verbal communication skills and ability to address stakeholders at all levels

· Experience interpreting laws, rules and regulations applicable to State Government operations

· Demonstrated expertise in current information technology use and application

· Two year degree from an accredited institution, preferably with a major in Business Administration

ADDITIONAL QUALIFICATIONS
· Work at a computer for long periods of time

INTERPERSONAL SKILLS
· Ability to work well with a team or independently

· Ability to take and follow directions from supervisor

· Ability to maintain good attendance and consistent work schedule

· Ability to focus on detail

· Ability to be flexible and thrive on challenges

· Ability to communicate clearly and effectively
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