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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

017-CCFC

FY 14/15
ANALYST’S INITIALS   

TL
DATE

6-4-15


	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    
Staff Services Analyst 
	POSITION NUMBER

319-001-5157-900
393-900
	TENURE

Permanent

	TIME BASE

 FORMDROPDOWN 
      
	CBID

R01

	OFFICE OF

First 5 California (aka California Children and Families Commission)
	LOCATION OF POSITION (CITY or COUNTY)

Sacramento
	 FORMDROPDOWN 
 SALARY

Ranges:

A: $2,873 - $3,600
B: $3,111 - $3,895
C: $3,731 -  $4,671


	SEND APPLICATION TO:

First 5 California

2389 Gateway Oaks Drive, Suite 260

Sacramento, CA 95833

     
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

MONDAY through FRIDAY  -- 8:00a.m. to 5:00p.m.
	

	
	PUBLIC PHONE NUMBER

(916)  263-1050
	PUBLIC PHONE NUMBER

(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE

Jennifer Clark, Director, Administrative Services Division
	FILE BY

6-15-15


	“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.”

SELECTION CRITERIA – The selection criteria will be in the following order:  

· SROA/Surplus 
ligible will be considered prior to other recruitment methods.

· Transfers or reinstatements may be considered. Consideration may be given to applicants who are on a CCFC employment list or on another department’s employment list. Transfer of list eligibility must meet the criteria to transfer the eligibility from the other department’s employment list to CCFC’s employment list.

· Applications will be evaluated based on eligibility and desirable qualifications and 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 Staff Services Analyst level, applicants who have transfer or list eligibility, or individuals who are currently reachable on the Staff Services 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 2014-15 CCFC- 017” and state your eligibility in the Explanations section on your application. 

Are you ready for a challenge?  Are you looking for a rewarding career where you impact the lives of young children?  Here’s your chance!  First 5 California is recruiting for an energetic, committed, and experienced Staff Services 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 the South Natomas area and includes FREE PARKING!


	CLASS TITLE

Staff Services Analyst
	POSITION NUMBER

319-001-5157-900

	RPA NUMBER

017 – CCFC

	FILE BY

6-15-15


ESSENTIAL FUNCTIONS
In order to ensure fiscal accountability and accurate reporting of First 5 California’s (F5CA) expenditures, the incumbent will perform the following functions using F5CA’s PAID System, and Microsoft Word and Excel:
· Develop, analyze, and maintain fiscal databases of vendor contracts to record, monitor, and report on financial transactions and develop management reports related to a broad range of fiscal activities and events, including terms, requirements, and deliverables

· Provide fiscal oversight on all invoices to ensure fiscal accuracy between invoices and supporting documentation; that expenditures are made in accordance with the corresponding agreements, and state laws, rules, and regulations; and that total expenditures are within budget parameters

· Research, analyze, and reconcile fiscal reporting discrepancies and resolve invoice disputes between F5CA and vendors/contractors

· Conduct reconciliations between fiscal databases and the statewide accounting system, in conjunction with the accounting office, to ensure reporting accuracy 

In order to acquire goods and services in compliance with F5CA’s Procurement Policy and Procedures Manual, the State Administrative Manual, and the State Contracting Manual, the incumbent will:

· Research, analyze, and develop processes and procedures that identify best purchasing practices

· Implement effective procurement practices by researching various state-approved procurement methods (such as the California Multiple Award Schedules, Master Agreements, Small Business/Disabled Veterans Business Enterprise, etc.), developing recommendations to existing processes, and consulting with management 

· Conduct bids to ensure timeliness, accuracy, and fairness in bid process; make comparisons; recommend appropriate vendor to F5CA staff; and award when approved

· Coordinate with the contractor to complete a Standard 204 (Payee Data Record) and verify with various state resources to substantiate the supplier’s current registration, certification, and /or license are current and in good standing as required by law

· Prepare appropriate purchase agreement documentation and obtain required approval
In order to act as Records Management Coordinator for F5CA, this position will:

· Serve as the liaison between F5CA and the Department of General Services (DGS) – Office of State Publishing, California Records and Information Management, and State Archives

· Attend trainings related to records management to keep current on processes, rules, requirements, deadlines, etc., and make recommendations to management regarding proposed changes to F5CA’s Records Retention Schedule

· Work in a lead capacity by updating and disseminating pertinent information related to records management; providing training and assisting divisions/offices with the completion of their associated portion of the Records Retention Schedule; and compiling all information necessary to complete F5CA’s Record Retention Schedule

· Complete all necessary forms and arrangements to transfer records to a storage facility or destroy, as appropriate

In order to maintain accurate records identifying equipment owned or disposed of by F5CA, using Microsoft Access and DGS’ online Property Survey Reporting System, the incumbent will:

· Tag equipment and record purchase information in an Access database and/or statewide accounting system

· Properly dispose of equipment and prepare reports for DGS approval

	CLASS TITLE

Staff Services Analyst
	POSITION NUMBER

319-001-5157-900

	RPA NUMBER

017 – CCFC

	FILE BY

6-15-15


· Perform physical inventory by comparing assets to spreadsheets/databases, identifying discrepancies, and determining the appropriate action (Stock Received Report, Property Survey Report, etc.) 
Under the general direction of the Health and Safety Program Administrator, the Health and Safety Officer (HSO) is responsible for developing and implementing the Injury and Illness Prevention Program (IIPP) and acting as the lead for all accident prevention and employee health and safety matters. The HSO shall:

· Develop or amend, as appropriate, policies and procedures to comply with state, federal, and local laws and regulations, and collective bargaining agreements

· Develop, publish, revise, and maintain policies and procedures to create a healthy and safe work environment

· Work with F5CA training coordinator to establish and maintain Health and Safety training programs

· Maintain and distribute copies of all health and safety-related materials and information to managers, supervisors, and employees

· Monitor and support compliance with safety inspection requirements

· Follow up with managers to ensure safety inspection reports are completed and received

· Provide technical support in the development and conduct of safety meetings by identifying safety training, and resolving safety concerns

· Secure and maintain adequate First Aid Kits and emergency supplies as required by law

· Monitor Automated External Defibrillator (AED) unit monthly for battery charge and sign log verifying full charge

· Report AED usage to appropriate authorities in an emergency situation   

MARGINAL FUNCTIONS

As directed by the Director of ASD, this position will support other F5CA programs in the furtherance of the First 5 Strategic Plan.

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.

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 an in writing; consult with and advise administrators or other interested parties on a wide variety of subject-matter; gain and maintain the confidence and cooperation of those contacted during the course of work.

DESIRABLE QUALIFICATIONS

· Experience with Microsoft Word, Excel, and Access

· Ability to communicate effectively

· Excellent organizational skills

· Ability to multitask and meet tight deadlines

· Ability to sustain effective working relationships with others

· Effective time management skills

	CLASS TITLE

Staff Services Analyst
	POSITION NUMBER

319-001-5157-900

	RPA NUMBER

017 – CCFC

	FILE BY

6-15-15


SPECIAL PERSONAL CHARACTERISTICS
· A demonstrated interest in assuming increasing responsibility

· Ability to follow direction and handle multiple tasks 

· Ability to take initiative and work both independently and as a team member

WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES

· 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

· Function effectively under demanding and competing deadlines

· Occasionally bend, lift, and move file boxes, training materials, and other items weighing up to 25 pounds in connection with duties, or acquire support services to accomplish these tasks
· Willingness to travel on occasion by car, bus, train, or airplane

· First 5 California currently does not offer a telework schedule

