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	EMPLOYMENT

OPPORTUNITY
	1.  RPA #

018 CCDA
ANALYST’S INITIALS

DATE

3/4/15
IWS

	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 

	POSITION NUMBER

336-001-5393-001
	TENURE

PERMANENT 
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R01

	OFFICE OF

CCDA
	LOCATION OF POSITION (CITY or COUNTY)

SACRAMENTO
	 FORMDROPDOWN 
 SALARY

AGPA
$4,488 - $5,618
     
 

	SEND APPLICATION TO:
721 Capitol Mall, Suite 250
Sacramento CA 95814
Attention:  Angela Jemmott

	REPORTING LOCATION OF POSITION

721 Capitol Mall Suite 250
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 8:00am to 5:00 pm 
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916) 319-9974
	HR/PL PHONE NUMBER

(916)  
	POST & BID FILE BY: 

     

	
	SUPERVISED BY AND CLASS TITLE
Angela Jemmott, Executive Director
	FILE BY

3-16-15


	<br>Please include RPA 018 CCDA on your application. <br>
<br>
YOU ARE A VALUED MEMBER OF THE COMMISSION’S TEAM.  YOU ARE EXPECTED TO WORK COOPERATIVELY WITH TEAM MEMBERS AND OTHERS TO ENABLE THE COMMISSION TO PROVIDE THE HIGHEST LEVEL OF SERVICE POSSIBLE.  YOUR CREATIVITY AND PRODUCTIVITY ARE ENCOURAGED.  YOUR EFFORTS TO TREAT OTHERS FAIRLY, HONESTLY AND WITH RESPECT ARE IMPORTANT TO EVERYONE WHO WORKS WITH YOU.<br>


	<br>
SELECTION CRITERIA - -  <br>
· Please submit a completed State Application (STD 678). <br>
· SROA/Surplus employees are encouraged to apply and will be considered prior to other recruitment methods. 
· Transfers, reinstatements, or recruitment from the employment list may be considered.  Consideration may be given to applicants who are on a department’s employment list.  Transfer of list eligibility must meet the criteria to transfer the eligibility from the other department’s employment list to DGS’ employment list. <br>
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. <br>
<br>
DUTIES <br>
In order to aid the Commission and its committees, including but not limited to, study, obtain information, analyze, draft reports and draft recommendations on all areas of the Commission’s authority pursuant to Government Code sections 8299, with emphasis on the collection, analysis and reporting of information on claims, lawsuits and demands related to construction related disability violations, and as assigned by the Executive Director, the incumbent will:




	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 WORK PLACE.  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 A 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

AGPA

	POSITION NUMBER

336-001-5393-001
	RPA NUMBER

018 CCDA

	FILE BY


3-16-15

	Under the supervision of the Executive Director of the California Commission on Disability Access (CCDA), the Analyst performs work of different complexity and is responsible for carrying out the following duties: performing complex and time sensitive tasks.br>
<br>

In order to assist the Commission and its Committees to, including but not limited to, study, obtain information, analyze, draft reports and draft recommendations on all areas of the Commission’s authority pursuant to Government Code sections 8299 and following, as assigned by the Executive Director, the incumbent will:

· Prepare analysis and development of reports to the Legislature and others on issues with compliance with access laws, Certified Access Specialist program (CASP), continuing training and education requirements, the general state of access compliance within California, and Civil Code section 55.54.

·  Review and provide recommendations of legislative proposals.

· Develop and maintain f checklists for disability access in collaboration with others, including but not limited to the California Buildings Standard Commission.

· Lead other projects or activities that the Commission deems necessary and undertakes.

· Establish and maintain thorough and organized documentation for each assigned project.

· Attend meetings and participate in the activities of the Commission and its Committees.

· Analyze legislative proposals from other State agencies and Federal legislation;

· Advises the Executive Director with regard to the impacts of these legislative proposals on disabled access and prepares written comment on these proposals;

· Research the backgrounds, purposes, and impacts of legislative bills by contacting Legislators’ offices, legislative units in impacted state departments, and building industry organizations by telephone or email, using bill information on Senate and Assembly websites, and researching existing laws using the California Law website;

· Prepares legislative analyses, tracks legislation and advises the Executive Director of upcoming legislative actions on bills, using legislative bill-tracking websites;

· Drafts written position letters to bill authors and proposed testimony for legislative hearings.
· In order to perform liaison functions between the Commission, state agencies, local building departments and the general public this position will under the direction of the Executive Director:  

· Ensure information on disability access provided to the public is uniform and complete;  

· Ensure the Commission, within its resources, acts as an information center and provides technical assistance to the state and local government, business and the public on disability access through various means, including the web;

· Conduct research to identify needed information;  

· Review and analyze information;

· Develop  and provide maintenance of the Commission’s web site;

· Prepare correspondence and reports

· In order to coordinate CCDA human resource-related programs, as assigned by the Executive Director, the incumbent:

· Prepares written position action requests, as needed:

· Completes commission organization charts using Visio software;

· Completes duty statements using input from the Executive Director and DGS’ Essential Functions Duty Statement manual;

· Inputs the information on to DGS’ Activity Based Management System to send to DGS’ Office of Human Resources (OHR) for processing;

· Researches personnel laws and rules for executive staff and the com​mis​sioners using DGS’ Personnel Operations Manual and the State Personnel Board’s website as resources and prepares written or oral reports, as requested;

· Contacts appropriate staff at OHR concerning personnel matters, including confiden​tial or sensitive issues (such as reasonable accom​modation or FMLA concerns), gathering information, working toward their resolution, and consulting with executive staff;

· Functions as the coordinator for equal employment opportunity:

· Researches equal employment opportunity issues for executive staff using DGS’ Personnel Operations Manual, the Department of Personnel Administration’s (DPA) website and the office’s State Training Center Equal Employment Oppor​tunity manual, prepares written or oral reports, as requested;

· Functions as the coordinator for training programs:

· Prepares annual staff training schedules using the annual Individual Training Plans developed by the Executive Director, State Training Center’s Schedule of Classes, DPA’s website, and com​pletes and submits written Training Requests to DGS’ Training Section;

· Functions as the coordinator for labor relations:

· Researches labor relation issues for the Executive Director using DPA’s website and the office’s State Training Center Labor Relations and Grievance Handling manual, prepares written or oral reports, as requested;

· Serve as  the Fair Political Practices Commission (FPPC) filing officer l for the commis​sioners, Executive Director and executive staff, coordinating the annual submission of their Statements of Economic Interests as described in FPPC regulations;

· In order to function as CCDA’s contracts coordinator, as assigned by the Executive Director, the incumbent:

· Prepares all agreements and contracts for the commission on an annual basis, using the State Contracting Manual as a resource to provide the commission with needed goods and services;

· Works with vendors and contractors to identify project scope, budget, and services to be pro​vided, and to ensure compliance with the State Contracting Manual;

· Monitors expenditures and delivery of services:

· Ensures that goods and services are provided per agreement or contract;

· Prepares written reports concerning expenditures for the Executive Director, as requested, and when required, for DGS’ Office of Procurement;

· Responds, in kind, to all oral inquiries and written correspondence concerning the agreements and contracts, using the State Contracting Manual, DGS’ Office of Procurement or OFS, and/or executive staff as resources.

· In order to provide the Executive Director with information about the status of CCDA’s budget,  the incumbent:

· Monitors CCDA’s budget by monthly reviewing expenditures, using budget reports provided by OFS, and meets regularly with the Executive Director to discuss spending patterns;

· If necessary, recommends the transfer of funds between line items in the budget to cover expenses, considering historical expenditure pat​terns in each line item for the fiscal year;

· Develops and sends written fiscal revenue letters, using the final billing schedule developed by OFS;

· Performs database entry into Microsoft Access of CCDA purchases and payments

· MARGINAL FUNCTIONS

· In order to accomplish the goals of the Commission, maintain knowledge and information on disability access laws and regulations and current issues,  trends in disability policy and also serve as a back  up to other members of the team to insure the over all objective of the commission is accomplished.  

<br>
KNOWLEDGE AND ABILITIES>k
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 legislative and other committees.
DESIRABLE QULAIFICATIONS:

· Proficiency in personal computers in a variety of applications such as Access, Excel, Microsoft Word, Microsoft Office, etc.

· Proficiency with web design and social networks.

· Personal experience with disability access issues.

· Work independently with limited guidance and direction.

· Strong organizational skills.

· Ability to meet unanticipated deadlines and adjust workload accordingly.

SPECIAL PERSONAL CHARACTERISTICS:

· Ability to work independently and accomplish tasks.

· Ability to conceptualize new ideas and identify constraints and/or opportunities.

· Ability to seek and accept feedback.

· An appreciation of the ability of individuals with disabilities to work and be independent and contributing members of society

ADDITIONAL QUALIFICATIONS:

· Knowledge of state government, legislative, judicial and executive process and responsibilities.

· Ability to work independently with minimal supervision.

WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES REQUIRED TO PERFORM DUTIES:

· Willingness to travel by car, bus, train, or airplane as required for successful job performance
MENTAL ABILITIES:

· Function effectively under demanding and competing deadlines.

· Ability to work on multiple complex tasks simultaneously.

· Express ideas and facts orally in a clear and understandable manner that sustains listener attention and interest; 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 test, 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

· 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.



