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	EMPLOYMENT
       OPPORTUNITY
	1.  RPA #
[bookmark: Text25][bookmark: _GoBack][bookmark: Text85]009377 –OSP
15/16 FY
ANALYST’S INITIALS
[bookmark: Text30]NSW
DATE
[bookmark: Text31]11/06/15


	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]307-162-5393-004
	TENURE
[bookmark: Dropdown1][bookmark: Text22]      
	TIME BASE
[bookmark: Dropdown4][bookmark: Text24]      
	CBID
[bookmark: Text6]R01

	OFFICE OF
[bookmark: Text88]State Publishing
	LOCATION OF POSITION (CITY or COUNTY)
[bookmark: Text71]Sacramento
	 SALARY
Range A  $4,600.00
-
$5,758.00 
     
     
     

	SEND APPLICATION TO:
[bookmark: Text87]Office of State Publishing
[bookmark: Text86]Administration Services
344 North 7th Street
[bookmark: Text35]Sacramento,  CA  95811
[bookmark: Text32]Attn:  	Kevin Farley
	RPA #009377-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)  322-8333
	PUBLIC PHONE NUMBER
(   )     -    
	POST & BID FILE BY: 
not applicable

	
	SUPERVISED BY AND CLASS TITLE
[bookmark: Text82]Kevin Farley, Staff Services Manager I
	FILE BY
11/16/15



	Please reference RPA #009377-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>  <b
· 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>
The performance of the duties will be accomplished in accordance with the guidelines of the Department of General Services (DGS), Office of State Publishing (OSP) Operations Manual policies and procedures and the published directives within the State of California’s statutory, regulatory, policy and procedural requirements.<br>
<br>
DUTIES<br><>
Under the general direction of the Accounting Manager, SSM I, the incumbent will serve as the Office of State Publishing’s Logic Administrator and coordinate as well as independently perform various complex technical and analytical assignments. Exercise a high degree of expertise in the areas of database data collection, report writing, and evaluation. Provide consultative services to management and other State entities when needed. Acts as a team leader or coordinates the efforts of various in-plant units on larger 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.
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 Governmental Program Analyst 
	POSITION NUMBER
307-162-5393-004
	RPA NUMBER
009377-OSP 15/16 FY 
	FILE BY
	11/16/15

	ESSENTIAL FUNCTIONS<br>
In order to ensure the functionality, performance, integrity, and security of OSP’s Print Management Information System (PMIS) hardware and software, the incumbent will:  <br>
· Maintain database performance by calculating optimum values for database parameters; implementing new releases/updates; completing maintenance requirements; evaluating computer operating systems and hardware products.  <br>
· Maintenance database as well as troubleshooting any issues on behalf of the users in order to monitor performance and manage parameters to provide fast responses to front-end users.  <br>
· Create, develop, and manage internal process and procedures for database access, usage, and reporting requirements to ensure and maintain a structured workflow. Writing database documentation, including data standards, procedures, and definitions for the data dictionary (metadata).  <br>
· Ensure all equipment is functional by analyzing the data collection boxes and polling pc’s to identify any system errors and resolving issues independently or with the assistance of Enterprise Technology Solutions (ETS) and/or vendor to ensure labor cost centers and their hourly rates for job costs are captured and reported accurately.  <br>
· Create Structured Query Language (SQL) programming code to capture appropriate data to create reports and SQL reports for accurate machine and labor operations data collected from production; collaborate with programs to resolve discrepancies.  <br>
· Analyze OSP’s technical requirements in order to collaborate with ETS, vendor, OSP/DGS management, and employees for projects and challenges related to the PMIS that cannot be rectified by the incumbent or one of the supporting programs.  <br> 
· Identify and resolve discrepancies in collected data to determine any issues with operator or system errors to ensure reporting is captured accurately.  <br> 
· Manage the shop floor data to ensure it does not exceed certain parameters by creating SQL programming code to query the database on a regular basis and directing the discrepancies to the appropriate supervisors and personnel so job reporting is accurate.  <br>
· Prepare users by providing training to production and office staff by providing written instructions and seminars for data collection, data entry and, report preparation.  <br> 
· Providing problem solving training to department supervisors or a designated support person to address minor issues with shop floor data collection.  <br>
<br>
In order to provide routine or urgent print production related data to the Office of Fiscal Services (OFS), Executive Office, Agency, Department of Finance (DOF), OSP staff and management, the incumbent:  <br>
· Develops and maintains daily, weekly, monthly, quarterly, and/or annual reports on all print production financial (i.e., job costing, Accounts Receivable (AR), Work In Progress (WIP), Cost of Goods Sold (COGS),etc.) inventory, operator and machine performance, etc.  <br> 
· Identifies and documents deficiencies and/or process gaps (i.e., operator errors, incorrect coding and posting, erroneous information, etc.) in order to formulate and make recommendations to OSP leadership for possible solutions/process improvement.  <br>
· Gathers, interprets, and communicates database results via oral, written reports, or presentations in order for management to make informed business decisions based on the collected information (i.e., business lines operating effectively or those needing improvement).  <br>
· Provides expert advice to OSP budget staff and/or management on printing production performance in regards to information used in financial meetings, rates development, strategic planning, various drills, etc.  <br> 
<br>
In order to serve as project manager in the planning, development, and implementation of PMIS related projects, the incumbent:  <br>
· Facilitates interaction with the developer and end-user to define and develop system requirements. <br>
· Leads the implementation of software or hardware replacements or upgrades from start to finish by performing all research and development (R&D), developing all procurement documents, having the correct OSP staff to upload and install new releases, and ETS resources available for testing and roll-out.  <br>
· Leads data collection projects by physically assisting/serving as a team member for the planning, development, construction, implementation, and maintenance of complex and innovative printing, manufacturing, material procurement, inventory, and fulfillment projects such as inventory level reduction for accurate data reporting.  <br>
· Collaborates with DGS infrastructure personnel and vendor to develop, manage, maintain, test, and implement contingency plans for system storage, archiving, and disaster recovery.  <br>
<br>



Essential Functions (continued)  <br>
In order to ensure contracts are in place for all PMIS related activities, the incumbent:  <br> 
· Develops all documents necessary in order to initiate the procurement process (i.e., statement of work, etc.), evaluating and scoring bids, bidder walk-through’s, and selecting the chosen contractor.  <br>
· Collaborates with contractors who are selected through the procurement process to successfully provide services and/or goods necessary for all programs to ensure the work being performed or equipment is operating as specified in the statement of work.  <br>
· Manages all aspects of the agreement from start to finish (i.e., renewing, ensuring vendor compliance, funding, etc.).  
<br>
MARGINAL FUNCTIONS  <br>
Back up to AGPA who handles production accounts receivables.  <br>
<br>
Overtime may be required due to job requirements such as but not limited to administrative support and office management needs.  <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; and government functions and organization; 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>
SPECIAL PERSONAL CHARACTERISTICS<br>
· Demonstrated ability to act independently, open-mindedness, flexibility and tact.<br>
<br>
DESIRABLE QUALIFICATIONS<br>
Special Personal Characteristics<br>
· Demonstrate good organization and time management skills and the ability to prioritize multiple tasks and meet deadlines.<br>
· Project management experience.<br>
· Internet and IT knowledge and experience.<br>
· Travel to meetings and conferences.<br> 
<br>
Interpersonal Skills<br>
· Must have mental alertness and use tact when communicating with high level executives and OSP staff.<br>
· Promote teamwork and be proficient as a team member with all OSP units.<br>
· Communication skills; speak and write in a clear and concise manner.<br>
· Work efficiently and effectively as well as cooperatively with all staff.<br>
· Work overtime as needed to meet work commitments.<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>
<br>












WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES<br>
Work Expectations:<br>
· Promote and is accountable for customer satisfaction and quality service to all OSP sections
· Ability to maintain required job schedule, to focus attention on details.
· Good research; write effective studies, reports and other business correspondence.
· Outreach and constituent communication experience.
· Proficient with a computer and related software programs such as MS SQL database, Logic, EFI, PAL, Word, Excel and others.
· Ability to develop and present alternatives and recommendations.<br> 
· Arrive to work on time and is fully accountable for working an 8-hour work day.<br>
· Come to meetings fully prepared, including handouts for distribution when appropriate.<br>
· Office environment for majority of the work day.<br>
<br>
Physical Abilities:<br>
· Frequent use of a personal computer and telephone at a work station.<br>
· Exert up to 50 pounds of force occasionally.  Can be moved in small or minimal weight amounts.<br>  
· Work environment occasionally involves exposure to unusual elements such as dust, fumes and unpleasant odors in the production units.<br>
<br>
Mental Abilities:<br>
· Work well under pressure.<br>
· Requires ability to handle stress and deadlines.<br>
<br>
Safety:<br>
· Follow all safety rules and procedures:<br>
· Promote safe work practices by all employees.<br>
· Promote a safe working environment for all employees.<br>
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