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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

OAH - 10031
ANALYST’S INITIALS

JE
DATE

5/21/15


	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 Manager I 
	POSITION NUMBER

306-662-4800-xxx
	TENURE

 FORMDROPDOWN 
      
	TIME BASE

 FORMDROPDOWN 
      
	CBID

S01

	OFFICE OF

Administrative Hearings
	LOCATION OF POSITION (CITY or COUNTY)

Sacramento
	 FORMDROPDOWN 
 SALARY

$5,181
TO
$6,437
     

	SEND APPLICATION TO:

     
Office of Administrative Hearings
2349 Gateway Oaks Drive, Suite 200
Sacramento, CA 95833
Attn:  Samantha Alfonso
	REPORTING LOCATION OF POSITION

2349 Gateway Oaks Drive, Suite 200
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 8:00am – 5:00pm
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916)  263-0880
	

	
	SUPERVISED BY AND CLASS TITLE

Presiding Administrative Law Judge
	FILE BY

6/5/15


	This is a job announcement for the Special Education Division, Office of Administrative Hearings located in Sacramento, conveniently located off Interstate 5 with free parking.  If interested in this position, please submit a completed employment application, STD. 678, and résumé to the above address.<br>
<br>
Specify RPA <b>#10031</b> on the State application as well as your basis for eligibility (i.e., SROA, surplus, reemployment, reinstatement, transfer, or list eligible) in the explanations box on the application.  If eligibility based on employment list, please submit a copy of exam results and exam score.  Surplus candidates must attach a copy of their letter.  Applications received without the above information MAY NOT be considered for review. <br>
<br>
The Department of General Services (DGS) and the Office of Administrative Hearings’ (OAH) Core Values and Employee Expectations are key to the success of OAH’s Mission.  That mission is to “provide a neutral forum for fair and independent resolution of administrative matters, ensuring due process and respecting the dignity of all.”  DGS/OAH 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>
<b>SELECTION CRITERIA</b><br>
· SROA/Surplus employees are encouraged to apply. <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.  In order to help process your application, please submit a copy of your examination results.  You can find your results at www.jobs.ca.gov. <br>
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. <br>
<br>
Under the direction of the Presiding Administrative Law Judge, the Staff Services Manager I (SSM I) is responsible for supervising and providing general direction to office staff in the Special Education (SE) Division. <br>
<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, 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

Staff Services Manager I 
	POSITION NUMBER

306-662-4800-xxx
	RPA NUMBER

OAH - 10031
	FILE BY


6/5/15

	All work is to be accomplished in accordance with federal laws and policies; the Individuals with Disabilities Education Act, the Interagency Agreement, the California Department of Education, the State Administrative Manual (SAM); California Department of Human Resources (CalHR); State Personnel Board (SPB) regulations and guidelines; California Administrative Procedure Act (APA); the OAH Procedures Manual; and the DGS Manual. <br>
<br>
This position is designated under the Conflict of Interest Code and 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>
<b>ESSENTIAL FUNCTIONS</b><br>
The SSM I is uniquely qualified to manage and coordinate the daily operations of the offices supporting the SE Division by providing direction, guidance and leadership to subordinate staff.  The SSM I performs these duties in accordance with CalHR rules and regulations and OAH policies, procedures and processes for personnel management. <br>
· Assigns workload to subordinate staff and provides comprehensive expectations on assignments, tasks and desired outcomes.  Ensures that deadlines and goals are met. <br>
· Delegates responsibility to staff to facilitate timely completion of work. <br>
· Reviews work, evaluates and monitors performance of staff by completing probationary reports and individual development plans to ensure performance expectations are met. <br>
· Provides on-the-job training, identifies methods to perform the work, establishes work priorities, determines deadlines and approves formal training necessary to perform tasks effectively.  <br>
· Provides feedback to employees on performance noting exceptional performance as well as areas for improvement through regular discussions. <br>
· Maintains records of employee performance discussions and provides them to management when requested. <br>
· Takes action to address employee performance issues by working closely with OAH management and DGS HR staff as required. <br>
· Completes personnel action documentation and conducts hiring interviews to maintain adequate staffing levels and facilitate the recruitment process. <br>
· Empowers staff to be the best they can be by rewarding teamwork and individual performance as appropriate and challenging staff to make decisions and take risks. <br>
<br>
As a member of the leadership team of the SE Division, the SSM I is considered a program expert and provides technical support for a professional staff of Administrative Law Judges: <br>
· Works closely with other leadership team members to establish and implement short and long-term organizational goals; formulates policies and operating procedures; monitors and evaluates operational effectiveness; and makes necessary changes to improve the SE Division program. <br>
· Assists the SE Division Presiding Administrative Law Judge and the Presiding Administrative Law Judges in drafting responses and recommendations to OAH’s management on complex and politically sensitive statewide issues involving the SE Division.  <br>
· Is responsible for continuous strategic planning resulting in the evaluation and implementation of continuous process improvement. <br>
· Communicates program goals, objectives and expectations of the SE Division to subordinate staff. <br>
<br>
In order to effectively address, review, and resolve open file category complaints by researching federal laws, state laws, regulations, agency guidelines, the PM calendaring system, and the internet; the incumbent: <br>
· Responds to interested parties regarding their rights under the law and, to the extent possible, provides answers to their questions either verbally or in writing. <br>
· Ensures that case data is properly entered and maintained in the case management system. Audits case data by reviewing the PM calendaring system and other pertinent reports and data. <br>
· Promotes and is accountable for customer satisfaction and quality services by analyzing and, when necessary, making changes to improve OAH’s customer service. <br>
<br>
In order to monitor reporting requirements for the SE Division established by the California Department of Education (CDE) through the Interagency Agreement (IA), the incumbent: <br>
· Reviews, revises, and amends OAH policies and procedures related to the SE due process hearings and mediations to ensure they adhere to pertinent federal and state laws, CDE regulations and the IA. <br>
· Attends and chairs meetings with OAH management, Presiding Administrative Law Judges (PALJs), subordinate staff, and CDE staff. <br>
· Attends and participates in advisory committee meetings to stay current on issues of interest to the parents and special education community impacting the IA and to assist OAH’s in meeting its responsibilities under the IA. <br>
· Meets regularly with CDE’s program monitor to provide updates on the process, discuss current issues, and offer recommendations to improve the PM calendaring system, and other systems used to capture statistical information. <br>
<br>
In order to maintain an accurate reporting to the State Controller’s Office (SCO) for issuance of correct payroll warrants of subordinate staff’s time through the use of the Project Accounting and Leave (PAL) system, in accordance with DGS policies and guidelines, bargaining unit contract provisions and SPB or CalHR laws and rules: <br>
· Grants or denies subordinate staff requests for time off or requests to work overtime and keeps track of such requests. <br>
· Ensures subordinate staff has sufficient leave credits available for the requested leave. <br>
· Approves PAL entries for subordinate staff on dock or AWOL on or before the designated SCO’s semi-monthly or monthly payroll cut-off date in order to ensure issuance of a SCO warrant for pay day. <br>
· Approves or disapproves PAL entries for subordinate staff within three (3) working days after the completion of the pay period.  This is to ensure the correct issuance of a SCO warrant, issuance of correct overtime pay due to an employee, and proper billing to clients for services rendered. <br>
<br>
<b>MARGINAL FUNCTIONS</b><br>
· With the assistance of statewide subordinate staff, creates a variety of reports to identify the effectiveness of processes and other specific case related data. <br>
· May participate in special projects in order to assist management, as time permits. <br>
<br>
<b>KNOWLEDGE, SKILLS AND ABILITIES</b> <br>
Knowledge of: Principles, practices, and trends of public and business administration, including management and supportive staff services such as personnel, management analysis, planning, program evaluation, or related areas; principles and practices of employee supervision, development, and training; program management; formal and informal aspects of the legislative process; the administration and department's goals and policies; governmental functions and organization at the State and local level; department's Affirmative Action Program objectives; and a manager's role in the Affirmative Action Program and the processes available to meet affirmative action objectives. <br>
<br>
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; review and edit written reports, utilize interdisciplinary teams effectively in the conduct of studies; manage a complex Staff Services program; establish and maintain project priorities; develop and effectively utilize all available resources; and effectively contribute to the department's affirmative action objectives. <br>
<br>
<b>DESIRABLE QUALIFICATIONS: </b> <br>
· Demonstrated experience writing policies, procedures, issue papers and reports. <br>
· Strong and proven writing skills. <br>
· Skilled in program/project management in a team environment. <br>
· Excellent written and verbal communication skills. <br>
· Excellent organization and research skills with attention to detail. <br>
· Ability to work well with changing assignments and priorities. <br>
· Familiarity and sensitivity to the priorities, missions and goals of the Department of General Services, Office of Administrative Hearings, and the Special Education Division. <br>
<br>
<b>SPECIAL PERSONAL CHARACTERISTICS: </b> <br>
· Demonstrated ability to act independently, open-mindedness, flexibility and tact. <br>
· Demonstrated ability to maintain confidentiality. <br>
· Dependability and excellent attendance record. <br>
<br>
<b>INTERPERSONAL SKILLS: </b> <br>
· Ability to work and communicate confidently and courteously with a wide variety of people and personality types. <br>
· Demonstrated interest in assuming increasing responsibility. <br>
· Mature judgment, loyalty, tact and discretion. <br>
· Ability to work well with a team or independently. <br>
<br>
<b>WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES: </b> <br>
· Office environment, business dress according to office policy. <br>
· Requires ability to effectively handle stress and deadlines in a fast-paced legal work environment. <br>
· Daily use of personal computer and related software applications at a work station. <br>



