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	EMPLOYMENT
       OPPORTUNITY
	1.  RPA #
[bookmark: Text25][bookmark: _GoBack][bookmark: Text85]009362 –OSP
15/16 FY
ANALYST’S INITIALS
[bookmark: Text30]NSW
DATE
[bookmark: Text31]12/14/15


	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
[bookmark: Text2][bookmark: Text37]Associate Governmental Program Analyst      
	POSITION NUMBER
[bookmark: Text83][bookmark: Text19][bookmark: Text20][bookmark: Text21]307-500-5393-XXX
	TENURE
[bookmark: Dropdown1][bookmark: Text22]      
	TIME BASE
[bookmark: Dropdown4][bookmark: Text24]      
	CBID
[bookmark: Text6]R1

	OFFICE OF
[bookmark: Text88]State Publishing
	LOCATION OF POSITION (CITY or COUNTY)
[bookmark: Text71]Sacramento
	 SALARY
Range A  $4,488.00-$5,618.00 
     
     
     

	SEND APPLICATION TO:
[bookmark: Text87]Office of State Publishing
[bookmark: Text86]Fulfillment Services
344 North 7th Street
[bookmark: Text35]Sacramento,  CA  95811
[bookmark: Text32]Attn:  	Jemeal Matthews
	RPA #009362-OSP
	REPORTING LOCATION OF POSITION
[bookmark: Text81]344 No. 7th Street, Sacramento, CA 95811
	

	
	SHIFT AND WORKING HOURS
 - 8:00 AM to 5:00 PM
	

	
	WORKING DAYS, SCHEDULED DAYS OFF
[bookmark: Text78][bookmark: Text79][bookmark: Text80]MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER
(916)  323-3241
	PUBLIC PHONE NUMBER
(   )     -    
	POST & BID FILE BY: 
not applicable

	
	SUPERVISED BY AND CLASS TITLE
[bookmark: Text82]Wonda Taylor, Staff Services Manager I
	FILE BY
12/23/15



	Please reference RPA #009362-OSP and state your eligibility in the classification title section or in the “Explanations” section on  your State Application form (Std. 678) <br>
<<br> 
SELECTION CRITERIA - The selection criteria will be in the following order: <br>
· SROA/Surplus employees are encouraged to apply and will be considered prior to other recruitment methods<br>
· Transfers, reinstatements, or recruitment from the employment list 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 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>
“Applicants may be subject to a fingerprint and/or background check.” <br>
<br>
The Department of General Services’ (DGS) Core Values and Employee Expectations are key to the success of the Department’s Mission. That mission is to “Deliver results by providing timely, cost-effective services and products that support our customers.”   DGS employees are to adhere to the Core Values and Employee Expectations, and to perform their duties in a way that exhibits and promotes those values and expectations. <br>
<br>
This position is designated under the Conflict of Interest Code. The position is responsible for making, or participating in the making, of governmental decisions that may potentially have a material effect on personal financial interests. The appointee is required to complete form 700 within 30 days of appointment. Failure to comply with the Conflict of Interest Code requirements may void the appointment. <br> 
<br>
To ensure the proper policies and procedures are being followed, the following work will be performed in accordance with the guidelines of the guideline of the California Department of Public Health (CDPH-WIC & NEOPB), Office of Human Resources (OHR), Department of Social Services (CDSS-Cal Fresh), Covered California (Obama Care), Federal and State Laws, Department of General Services (DGS) and the Office of State Publishing (OSP). <br>
<br> 
DUTIES<br><>
Under the general direction of the Staff Services Manager I, the incumbent will serve as the Fulfillment Services Program Quality Control Analyst. The incumbent will independently perform complex program analysis in the following program functional areas - financial management, policy and procedures management, project and quality control management, contract management, inventory management, customer relations, and facilitation and oversight of special projects. <br> 




	
CALIFORNIA STATE GOVERNMENT  EQUAL OPPORTUNITY TO ALL REGARDLESS OF RACE, COLOR, CREED, NATIONAL ORIGIN, ANCESTRY, SEX, MARITAL STATUS, DISABILITY, RELIGIOUS OR POLITICAL AFFILIATION, AGE OR 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.
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	 CLASS TITLE
Associate Governmental Program Analyst 
	POSITION NUMBER
307-500-5393-XXX
	RPA NUMBER
009362-OSP 15/16 FY 
	FILE BY
	12/23/15

	ESSENTIAL FUNCTIONS<br>
Financial Management: <br>
· In order to independently and proactively serve as the Fulfillment Services financial analyst; interact and support management and other program staff, to effectively and efficiently, analyze financial documentation and reports, program income and expense information, and complex financial statistical data for all unit programs by generating, updating, maintaining, and reconciling accumulative revenue and expense statements, cost analysis reports, forecasting reports, and implementing and enforcing policies and procedures and recommended actions to improve the overall financial status of the unit, as well as the office. <br>
· Analyze and evaluate all Fulfillment Services budget-related documents, financial reports, billing documents, and income and expense reports to provide on-going recommendations and funding projections to cover expected billings for program charges, and services performed. Consult with customers regarding current and projected budget totals, encumbrances, balances, expenditures, and recommended funding transfers, and/or potential contract amendments as needed. Reconcile all program budget and expense surplus and/or deficits. <br>
· Conduct fiscal analysis and research by monitoring and tracking all program budgets to ensure adequate funds are available to process monthly billings. Discuss status of contract budgets and funding levels with Fulfillment customers prior to annual billings; and initiate negotiations to address contract amendments to request fund transfers and/or additional funds to be added to current contracts, and memorandums of understandings to cover fiscal year services rendered via monthly billings. <br> 
· Develop, prepare, collect, and capture pertinent program data utilizing workload tracking reports, and inventory management reports on a monthly basis to support monthly billings, and monthly income and expense reports. Monitors and tracks monthly program contract expenditures, payments, and invoices to ensure the monthly billings and income and expense reports include all expense information. <br> 
· Prepare monthly program billings, and income and expense reports by collecting daily, monthly, quarterly, and annual program billing data, and supporting workload information, by utilizing detailed  reports provided by program staff, and comprehensive reports generated from the inventory management system; and prepares, finalizes and submits timely monthly billing transmittals to the DGS Office of Fiscal Services to be processed. <br>
· Prepare and update monthly Program Income and Expense Reports by identifying all program revenues, operating expenses, cost of goods sold, personnel expenditures, shipping charges, indirect and direct overhead charges and other miscellaneous charges in compliance with terms and provisions outlined per the program contract agreement, and per departmental guidelines. <br>
· Monitor, track, and reconcile monthly line item funding levels and balances, and bottom line budget totals by tracking expenditures in order to project any potential recording and resolving any line item overages and shortages appropriately with contract representatives. <br> 
· Develop, recommend, and implement alternatives to address financial issues by researching using actual data and expenditures trend analysis information from prior years utilizing past monthly billing reports submitted to DGS Office of Fiscal Services. <br>
· Meet with existing and new customers and internal subject matter experts to discuss budget estimates to initiate new and upcoming Fulfillment Services programs/projects, and to gather accurate funding information in order to make a thorough and accurate analysis to obtain successful outcomes. <br>
· Identify, define, develop, prepare, manage, and facilitate project tasks, objectives, expectations, and timelines for all assigned projects effectively and efficiently, by maintaining appropriate workflow processes, associated Microsoft Excel databases, Gantt reports/charts, cost benefit analysis reports, and pertinent issue papers. Collaborate and negotiate new and/or adjust timelines as needed in order to successfully manage all program projects, and tasks. <br>
· Present detailed project analysis reports to staff, management, and customers through staff meetings, conference calls, emails, and interactive Internet applications/systems. <br> 
<br>
Policy & Procedures Management: <br>
In order to ensure successful program operations responsible for the development, preparation, updating, implementation, and documentation of processes and procedures for the Fulfillment Services Programs. Work closely with subject matter experts and business managers to ensure documented policies and procedures are consistently and accurately maintained, retained, and accessible to all employees as needed. <br>
· Independently identify potential areas of concern and prioritize efforts to keep the process and procedures repository up-to-date and complete. Serve as an advocate for the importance of maintaining process and procedures and train stakeholders. Analyze and design workflows and processes that identify and implement process improvements. <br>
· Develop, prepare, maintain, and update a detailed comprehensive Fulfillment Services Program Initiation Survey Checklist for the purpose of collecting pertinent program data from potential customers requesting fulfillment services for their departmental business needs. Utilizing completed survey checklists from potential customers generate business quotes for the purpose of identifying budget line items needed to cover expected program services as part of contractual agreements. <br>
· Develop, prepare, present, and maintain all Fulfillment Services programs’ policies, procedures, guidelines, and work practices to ensure effective and efficient operations and appropriately<br> 
regulatory compliance are being implemented. <br>
· Develop, implement, maintain, and update Fulfillment Services Program Desk Manuals for each unit position to serve as reference documentation, and training materials for new and/or re-assigned staff. <br>
· Provide on-going program updates, status and progress reports of monitoring, tracking, and recording the progress of and completion of current work assignments, and program transactions, to determine if program objectives, and expected timelines are being or will be met for successful operations. <br> 
· Research and analyze areas of concern, draft proposals identifying program inconsistencies and problems causing program delays, and present program improvements outlining new processes and methodologies for successful business operations. <br> 
· Meet with existing customers on a monthly basis (and as requested ), and internal subject matter experts to discuss contractual program policies, procedures, and guidelines in order to address program improvements, challenges, issues, and gather specific information for the purpose of initiating, and/or updating program policies, procedures, and guidelines in order to maintain successful operations and outcomes. <br>
· Prepare brief issue papers to research complex and sensitive program and customer issues, challenges, and concerns, and recommend reasonable action plans, and sound alternatives to mitigate, and implement timely resolutions for successful program operations. <br> 
· Analyze and define effective and efficient objectives and timelines for all assigned projects; and recommend and negotiate as needed new project timelines for successful operations and outcomes. <br>
· Meet with new customers on a regular basis (and as requested ), and internal subject matter experts to gather specific program information for the purpose of initiating, developing, and implementing new program policies, procedures, and guidelines in order to maintain successful operations and outcomes. <br>
<br>
Project & Quality Control Management: <br>
In order to maintain continuous on-going quality program products and/or services, evaluate, implement, and troubleshoot issues for timely business resolutions. <br> 
· Identify professional tools and methods, to perform, process, and implement technical strategic measurement controls to analyze qualitative and quantitative program data and results used to make informed business decisions about improving program projects and products. Also, oversee and manage scheduled program inspections and testing of workflow processes utilizing appropriate business tools for diagnosing, troubleshooting, and improving program activities and measurement analysis. <br>
· Develop and promote quantitative methods for use in successful project management analysis, including the administration, coordination, and evaluation of employees’ completed staff work to ensure all work performances meet and/or exceed the program/project contractual requirements, established program’s guidelines and procedures, and customers’ expectations. <br>
· Responsible for the quality control oversight of daily program activities and workload management to ensure all program work assignments are processed and completed timely and accurately. <br>
· Review, evaluate, and analyze incoming program orders and transactions to determine if any special processing, and/or handling are required to ensure quality customer service is successful. Provide hands on and written instructions and guidance to unit staff to ensure all transactions are handled accurately. <br>
· Establish program work plans and timelines for the timely completion of routine and special work tasks, assignments, and projects to ensure on-going successful outcomes. <br> 
· As a team leader, utilize a variety of technical business models and analytical methods (i.e., statistical) to collect, organize, analyze, evaluate data and develop evaluation criteria necessary to assess the impact of proposed recommended solutions. <br>
· Develop and maintain Gantt Charts (project management spreadsheet) to monitor all assigned projects to ensure each project is recorded, tracked, and monitored for progress and completion. <br>
· Evaluate, analyze, and make recommendations on program improvement processes to enhance overall program activities, and transactions. <br>
· Research, analyze areas of program concerns, and prepare and develop written reports and issue papers to address these areas of concern by presenting to management proposals of resolutions, and recommendations to implement new program methodologies to resolve, mitigate, and examine options to benefit the unit programs operations. <br>
· Analyze and define effective and efficient objectives and timelines for all assigned projects; and recommend and negotiate as needed new project timelines for successful operations and outcomes. <br>
· Develop, prepare, write and present detailed reports concentrating on program analysis that address key program challenges, and incorporate best practices to expand the use of metrics identifying how to decrease program costs, minimize errors, improve productivity, and offer viable business solutions designed to ensure timely and cost-effective production of all the program products and services. <br>
<br>
Contract Management: <br> 
In order to independently implement, monitor and maintain the performance status of the unit’s contracts by preparing, examining, analyzing, negotiating, and updating contracts for the Fulfillment Services  Programs by providing on-going program analysis, and evaluation of interagency agreements, memorandums of understandings, and all other legal business agreements as follows: <br>
· Identify and interpret complex contractual requirements in order to prepare and develop, scopes of work, contract provisions and terms, itemized budget line items, and various financial profiles for new contracts, and contract amendments, by continuously evaluating functional contractual processes, and procedures, by examining day-to-day program operations, and also, working with internal groups and contract customers to ensure all obligations under agreements and obligations to contractors are met in accordance with contractual agreements. <br>
· Meet with existing customers on a monthly and/or quarterly basis (and as requested), and internal subject matter experts to discuss the status, terms, provisions, and gather specific information relating to implementing, developing, and develop new language for amending contractual scope of work descriptions, budget line items, and appropriate guidelines in order to address the continuation of services, and to maintain successful business operations and outcomes. <br>
· Organize and facilitate monthly meetings, to communicate with contract clientele regarding status updates of program activities, by researching and analyzing areas of concern, and draft and present proposals of recommended solutions in order to improve and implement new methodologies to contain usually provide exceptional levels of service. <br>
· Provide direct oversight of special contractual projects aim to continuously improve internal contracting processes by clearly understanding and defining effective and efficient objectives and timelines for all assigned contractual projects; and recommend and negotiate new process timelines as needed by collaborating with management and customers. <br>
· Monitor, observe and examine contractual operational measures, and functional indicators to determine and assess if contractual performance compliance is being met through on-going research, analysis, and tools for resolution enhancements. <br>
· Implement and apply necessary changes to Fulfillment contracts that have been executed through amendments, and perform special projects at the direction of the management regarding sensitive contract issues, and focus on achieving overall business process improvement and best practices in contracting. <br> 
· Review and prepare contract program packages in conjunction with the DGS Contract guidelines by working with all internal units to collect complex data needed to develop contract language, develop budgets, identify contract processes, and procedures needed to successfully execute multi-year contracts. <br> 
· Review, verify, approve,  contract budgets, and expenditures; authorize payment of invoices; <br>
Prepare various program fiscal documents and budget worksheets for the purpose of conducting on-going budget oversight to ensure all billings are within the approved budget amounts. <br>
· Meet with new customers as requested and internal subject matter experts to gather specific program information for the purpose of initiating action plans to develop detailed scopes of work descriptions, new contractual procedures, provisions, negotiate budget line items, implementing new program policies, procedures, and guidelines in order to maintain successful operations and outcomes. <br>
<br>
Inventory Management: <br> 
In order to provide accurate program oversight of the day-to-day implementation of effective inventory management strategies, monitor efficient and cost effective inventory management procedures to ensure the successful and complete oversight of the full inventory management integrity is maintained within a fast paced production-orientated environment by following expected departmental guidelines, and contractual terms. <br>
· Analyze product replenishment activities adhering to the fulfillment program guidelines, procedures, and processes, and maintain effective communication with customers, co-workers, and warehouse staff to ensure the team understands, and is aware how changes to inventory items impact on product availability and program requirements<br>.
· Meet with existing customers and internal subject matter experts for the purpose of preparing, reviewing, evaluating, and analyzing inventory management information, by collecting data to generate full inventory management reports, that identify data such as complete inventory product levels, reorder points, recommended reorder levels, product revisions, warehouse storage locations for successful program operations and outcomes. <br>  
· Prepare, develop, and facilitate detailed Excel spreadsheets outlining comprehensive and complete listing of all inventory items, revision dates, package units, package quantities, warehouse locations, for the warehouse staff to enter appropriate information within the spreadsheet that will be used to evaluate inventory metrics for the purpose of identifying discrepancies for inventory reconciliation purposes with the goal to strive for 100% physical and system inventory matches. <br>
· Plan, administer, manage, implement, and lead monthly, quarterly, and bi-annually, and annual physical inventory control processes for full inventory counting and staged cycle counting by adhering to contractual agreements, and following assigned policies, procedures and standards for processes within the production facility. <br>
· Review, evaluate, analyze, and document significant inventory changes, discrepancies, and program changes that impact inventory materials stored in warehouses; facilitate research to determine and identify major causes of inventory discrepancies; and recommend reasonable and sound inventory options to correct, alleviate, repair the issues; and implement operational, process, and procedural changes to ensure on-going efficiencies and effective inventory management strategies. <br>
<br>
Customer Relations: <br>
In order to effectively and efficiently manage, execute, and implement various customers’ program accounts, program operations, process improvements, and customer relations, ensure on-going analysis, evaluation, and monitoring of complex program information and customers’ requests, inquiries, issues, concerns, are handled and resolved promptly utilizing effective methods of sound business solutions for successful operations. <br>  
· Consult with customers to prepare for the development of meeting agendas, minutes and action items, follow through and maintain the status and progress of the action items, consult with key players regarding the progress of program activities. Make recommendations to management to sustain, improve, and enhance overall customer communications. <br>  
· Meet with customers and subject matter experts to discuss new and upcoming OSP projects relating to collecting data for the purpose of addressing customers’ on-going issues by implementing sound business resolutions and successful outcomes. <br>  
· Recommend operational solutions and implement strategies to enhance and improve workflow processes and customer service by promoting the statewide transition and deployment of electronic publishing business solutions to ensure on-going quality customer service. <br>
· Conduct customer surveys by utilizing the application of a variety of program information to determine the most efficient means of reaching out to and communicating with various customers, via hardcopy and electronic surveys, telephone calls, e-mails, and focus group meetings for efficient and effective customer satisfaction. <br>
<br>
MARGINAL FUNCTIONS<br>
· Serves as the backup Lead Analyst responsible to train appropriate program staff to perform inventory and order status processes, and generate reports in order to ensure appropriate inventory products are available to ship customers per expected contractual turnaround times. <br>
· Provide oversight of all inventory management transactions to ensure warehouse inventory materials are appropriately replenished allowing appropriate lead times to address timely replenishment utilizing  comprehensive trend analysis reports and inventory formulas to identify material usage data, review target inventory reorder points for each stored inventory item, and determine if the remaining available inventory levels stored in the warehouses are enough to meet the on-going supply and demand patterns to meet the customers’ needs. <br>
<br>
Overtime may be required due to job requirements such as but not limited to other fulfillment services program tasks needed. <br>
<br> 
KNOWLEDGE AND ABILITIES<br>
Knowledge of: <br>
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: <br>
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>
DESIRABLE QUALIFICATIONS<br>
Special Personal Characteristics<br>
· Experience serving within a Lead staff person capacity. <br>
· Experience generating custom reports utilizing Microsoft Excel (intermediate to advanced level). <br>
· Experience managing database systems and applications. <br>
· Experience and familiarity utilizing the inventory management LOGIC database or similar systems. <br>
· Experience managing warehouse inventories. <br>
· Experience working with on-line forms, savable “pdf” forms, and on-line ordering systems. <br>
· Experience utilizing Microsoft Access to manage large volumes of data. <br>
· Experience facilitating and providing forms management and fulfillment services instructions on a statewide basis. <br>
· Experience in financial management processes. <br>
· Experience in procedures and policy management processes. <br>
· Experience in project quality control processes. <br>
· Experience in contract management processes. <br>
· Experience in inventory management systems processes. <br>
· Experience in customer relations processes. <br>
· Experience in training staff and customers. <br>
<br>
Interpersonal Skills<br>
· Communicate efficiently and effectively at all times. <br>
· Professionally interacts with others, applying skills that are tactful and respectful of individual cultural differences, attitudes and feelings of others. <br>
· Work cooperatively and collaboratively with all levels of staff to achieve goals by sharing or integrating ideas, knowledge, skills, information, support, resources, responsibility and recognition. <br>
· Promote teamwork and be proficient as a team member with all OSP units. <br>
· Understand and comply with OSP, DGS and unit office rules, policies and procedures at all times. <br>
· Understand written and verbal instructions and communication. <br>
· Must have the mental alertness and use tact when communicating with high level executives and OSP staff. <br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES<br>
Work Expectations: <br>
· Act independently with minimal supervision. <br>  
· Prepare and present statistical information relative to forms management data and statewide processes. <br>
· Utilize appropriate resources and tools to measure variable data as part of the OSP publishing processes. <br>
· Provide efficient guidance as a lead program analyst. <br>
· Ability to handle multiple tasks, be creative and handle rapidly changing priorities. <br>  
· Select access and use necessary information, data and communication related technologies, such as basic personal computer applications, telecommunications equipment, Internet and electronic calculators. <br>
· Arrive to work on time and is fully accountable for working an 8-hour day. <br>
· Work overtime as needed to meet work commitments. <br>
· Attend meetings fully prepared with material needed to be facilitated and or take effect minutes. <br>  
· Must be well organized and thorough. <br>
· Develop, maintain and update customized database applications; calculations, formulas and methodologies. <br>
· OSP will not tolerate violence, sexual harassment or discrimination in the workplace. <br>
<br>
Physical Abilities: <br>
· Frequent use of a computer and telephone at a workstation<br>
· Walking, standing, stooping, sitting, reaching, and lifting. <br>
· Twisting, turning, kneeling, bending, squatting, crouching, grasping, and making repetitive hand movements in the performance of daily duties. <br>
· Work environment involves minimal exposure to unusual elements such as dust, fumes, and unpleasant odors. <br>  
· Require ability to physically navigate through a large production area. <br>
<br>
Mental Abilities: <br>
· Requires ability to effectively handle stress and meeting deadlines. (Inherent in this position are a wide variety of responsibilities, interruptions, changing client requirements, problems from within and outside the plant, and the need for accuracy within deadlines.) <br>
· Make sound, rational judgments and decisions independently. <br>
· Work well under pressure. <br>
<br>
Safety: <br>
Follow all OSP safety rules and procedures: <br>
· Promote safe work practices by all employees. <br>
· Promote a safe working environment for all employees. <br>
· Do not attempt to operate equipment, use a tool or materials until you have been trained and authorized. <br>  
· Do not perform a new task until the associated safety hazards and methods to protect yourself have been explained to you. <br>
· Never alter or modify original tools or equipment. Make sure you know how to properly use and take care of any required protective equipment. Make sure you use your equipment when it is required. <br>
· Keep your work area organized and as clean as possible maintaining good housekeeping procedures at all times. <br>
If you see a safety hazard, inform your co-workers, and notify your supervisor immediately. “Close calls” or “near misses” will be reported to your supervisor; close calls and near misses are accidents that almost injure someone including yourself.
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