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	EMPLOYMENT
       OPPORTUNITY
	1.  RPA #
[bookmark: Text85]10024-OFAM
ANALYST’S INITIALS

JE
DATE
5/29/15



	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 Governmental Program Analyst (AGPA) 
	POSITION NUMBER
[bookmark: Text83][bookmark: Text20]306-138-5393-903

	TENURE
PERMANENT
	TIME BASE
PART TIME
	CBID
R01

	OFFICE OF
[bookmark: Text88]Fleet and Asset Management (OFAM)
	LOCATION OF POSITION (CITY or COUNTY)
[bookmark: Text71]SACRAMENTO
	 SALARY

AGPA

$4,488
-
$5,618


	SEND APPLICATION TO:
[bookmark: Text87]Department of General Services
[bookmark: Text86]Office of Fleet and Asset Management
Attn:  Kimberly Garcia, RPA# 10024
1700 National Drive
[bookmark: Text35]Sacramento, CA 95834

	REPORTING LOCATION OF POSITION
[bookmark: Text81]1700 National Drive, Sacramento, CA 95834
	

	
	SHIFT AND WORKING HOURS
 - 8:00AM - 12:00PM
	

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

	
	PUBLIC PHONE NUMBER
(916)  928-2529
	PUBLIC PHONE NUMBER
[bookmark: Text27](916)  928-2529
	

	
	SUPERVISED BY AND CLASS TITLE
Tara Naisbitt, SSM III
	FILE BY
6/12/15



	<* *WILL CONSIDER STAFF SERVICES ANALYST FOR RECRUITMENT PURPOSES*
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>
<em><strong>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.</strong></em>
<br>
<strong>DUTIES</strong><br>
Under the direction of the OFAM Assistant Chief of the OTS Branch, the incumbent independently performs a wide range of the more complex research, analytical and special project functions related to parking, vehicle acquisition and other OTS programs.  .<br>
<br>
· Assists the Assistant Chief with special projects and participates in complex and sensitive studies pertaining to parking, vehicle acquisition, data tracking and analysis and organization needs. br>
· Conducts research, analysis and report writing by performing a variety of analytical and ad hoc studies and prepares subsequent reports, in order to support the OTS programs business operations, as directed by the Assistant Chief for the purpose of providing reports to Executive Management, DGS Executive Staff, Agency and the Governor’s Office. br>
· Researches, analyzes, develops alternatives, and recommends positions to the Assistant Chief for decisions on a variety of sensitive policy, program, and operational issues; prepare briefing and background documents. br>
· Obtains, organizes, and analyzes raw data from a variety of sources to create spreadsheets and/or statistical reports for OFAM Management/Executive, DGS Executive Management, and Agency.  br>
· Reviews and analyzes complex statistical workload data based upon established and emerging Division priorities.  br>
· Researches, identifies, and monitors current and future workload trends.  br>
· Manages program data by using spreadsheets and other databases to produce charts, tables, graphs, and reports for analytical research and decision making purposes.  br>
· Prepares Issue Papers and ad hoc reports as requested by the Assistant Chief.  br>




















	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, MILIARY 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 03/00GS1T (REV. 1/98) - BPM 03/00



	 CLASS TITLE
Associate Governmental Program Analyst
	POSITION NUMBER
306-138-5393-903

	RPA NUMBER
10024-OFAM 
	FILE BY
	6/12/15

	<
br>
<strong>DESIRABLE QUALIFICATIONS</strong><br>
· Demonstrated ability to analyze and interpret written material and quantitative data to draw conclusions and make recommendations.  br>
· Ability to communicate effectively and diplomatically with staff at all levels in a fast-paced work environment.  br>
· Excellent writing skills with the ability to write, edit and revise material for publication.  br>
· Sound knowledge of English grammar, spelling, work usage, punctuation and vocabulary.  br>
· Familiarity with the Public Contract Code, Government Code, SAM, California Acquisition Manual and other similar documents.  br>
· Familiarity with the State’s contract process.  br>
· Experience in analyzing and interpreting laws, rules and regulations.  br>
· Excellent attendance and punctuality.  br>
· Excellent customer service and interpersonal skills.  br>
· Willingness to travel as needed. br>
· Excellent organizational skills. br>
<br>
<strong>WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES REQUIRED TO PERFORM DUTIES</strong><br>
· Appropriate attire for a professional office environment.  br>
· Ability to travel occasionally.  br>
· Daily use of a PC and related software applications, phone, fax, copiers and general office and communication equipment.  br>
· Daily interaction with high level management.  br>
· Sitting in a seated position for extended periods of time.  br>
· Occasional off-site meetings within Sacramento that may require the use of various transportation modes, i.e. taxi, car, etc.<br>
· 
<stron
g>HOW TO APPLY: </strong><br>
· If interested in this half-time, permanent position, please submit a completed employment <b>application (STD. 678)</b>, and <b>résumé</b> to the above address. <br>
· Specify <b>RPA #10024</b> and <b>state your eligibility</b> (e.g. lateral transfer, list appointment, SROA, etc) in the <b>Explanations section</b> of the application. <br>
· <b>If list appointment, include a copy of your exam results as well as copies of college diploma/transcripts.  If SROA, include a copy of your SROA documentation.</b> <br>
· Applications received without this information <b>will not be considered</b> for review <b>nor will e-mailed/faxed applications.</b><br>
· If you require receipt confirmation, please send return receipt through the U.S. Postal Service.<br>
<br>
<strong>SELECTION CRITERIA -</strong><br>
· SROA/Surplus employees are encouraged to apply. <b>Please include a copy of your SROA documentation </b><br>
· Transfers, reinstatements, or recruitment from the employment list may be considered.  Consideration may be given to applicants on another Department’s employment list, provided the criteria are met to transfer the eligibility from the employment list to DGS’ employment list. <br>
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. <br>
<br>


<center><b><font color=purple>***THIS IS AN ABBREVIATED JOB OPPORTUNITY BULLETIN***</font><br>
To request a copy of the complete duty statement, please contact Kimberly Garcia, Personnel Liaison, at 
(916) 928-2529 or via e-mail:<a href=mailto:”Kimberly.Garcia@dgs.ca.gov?subject=RPA 856 STP AGPA”>kimberly.garcia@dgs.ca.gov </a>and one can be faxed or e-mailed to you.</b></center>




image1.jpeg




