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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

10032-PROC
ANALYST’S INITIALS

nh
DATE




	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

Manager EDP Acquisition
	POSITION NUMBER

306-504-1388-007
	TENURE

 FORMDROPDOWN 
      
	TIME BASE

 FORMDROPDOWN 
      
	CBID

MO1

	OFFICE OF

Procurement Division
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY

$7259
To 

$8656

	SEND APPLICATION TO:

Dept of General Services

Procurement Division

707 Third Street,  2nd Floor, Room 2-230
West Sacramento, CA 95605
MS 2-212
Attn:  Darlene McCormick
	REPORTING LOCATION OF POSITION

707 3rd Street, 2nd Floor
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 8:00 a.m. - 5:00 p.m. 
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916)  375-4333
	PUBLIC PHONE NUMBER

(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE

Eric Mandell, CEA B
	FILE BY

July 8, 2015


	br> For a complete duty statement please email darlene.mccormick@dgs.ca.gov<br>
<br>

SELECTION CRITERIA: Please reference RPA #10032 on your application. <br>
· SROA/Surplus employees are encouraged to apply.

· 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> 
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 Department of General Services’ (DGS) Core Values and Expectations of Supervisors and Managers 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 managers and supervisors are to adhere to the Core Values and Expectations of Supervisors and Managers, and to exhibit and promote behavior consistent with those values and expectations. <br>
br>br> 

ESSENTIAL FUNCTIONS  <br> 
In order to administer statewide procurement operations, manages Statewide Contracts, Strategically Sourced Contracts and Intake & Analysis units by implementing policy governing the acquisition of commodities and IT goods and services in accordance with current Legislation, Executive Orders, and State Administrative Manual, or issued via Management Memos and Administrative Orders. <br>
· Facilitate development, make recommendations to the CEA B regarding statewide policies and procedures governing the acquisition of commodities and IT goods and services and implement policy governing State procurements, projects and leveraged contracts in accordance with current legislation, the State’s Constitution, the California Code of Regulations, Executive Orders, the State Contracting Manual,  State Administrative Manual, Management Memos and Administrative Orders.     <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 CONDTION, 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

Manager EDP Acquisition
	POSITION NUMBER

306-504-1388-007
	RPA NUMBER

10032-PROC 
	FILE BY


July 8, 2015

	ESSENTIAL FUNCTIONS continued<br>
<br>
· Take measures to reduce contracting and procurement costs, including the continued use of strategic sourcing to meet the State’s goal to reduce public agency procurement time and contracting costs. <br>
· Confer with and advise State agencies and departments on State procurement policies; and establishes and maintains cooperative relationships with other State agencies and departments, local governmental agencies, and supplier networks. <br>
· Conduct meetings and communicate with state department and agency heads to provide advice and guidance on state commodity and IT goods and services procurement policies and acquisition of commodities and IT goods and services for department/agency operations. <br>
· Establish and maintain cooperative relationships with other state agencies, local governmental agencies, and supplier networks through meetings and other forms of communication. <br>
<br>
FI$Cal Principal Liaison<br>
In order to represent procurement aspects for the State Enterprise Resource Planning (ERP) comprehensive, integrated statewide financial management and information system, manages the FI$Cal procurement reengineering, acquisition, and implementation in conjunction with a team of other high level experts in other financial business management functions for the State of California in accordance with best practices, with the mandate of proposing changes to standardize common business applications and systems for a more efficient and cost effective State financial business management system, and with the knowledge of Department of General Services (DGS) Procurement Division (PD) policies, State Contracting Manual, State Information Management Manual, Government Code, Public Contract Code, and other Legislation, Executive Orders, State Administrative Manual, Management Memos, Administrative Orders, and Regulations: <br>
· Plan, evaluate, select best configurations, and processes, and create statewide policies and procedures for governing the acquisition of goods and services by cooperatively working with executive level counterparts at the Department of Finance (DOF), State Controller’s Office (SCO), State Treasurer’s Office and other key departments to recommend changes to statewide policies and procedures published in the Purchasing Authority Manual, the State Administrative Manual, Management Memos, and/or Administrative Orders.  <br>
· Conduct meetings and communicate with state department and agency heads to provide change management advice and guidance on proposed state procurement policies for their operations. <br>
· Coordinate with DGS Office of Technology Resources managers to further integration of proposals with local systems and program data consolidation systems. <br>
· Establish and maintain cooperative relationships with other state agencies, local governmental agencies, and supplier networks through meetings and other forms of communication to educate and gain support for the changes in processes and procedures. <br>
<br>
In order to optimize, simplify, and modernize the procurement processes and replace State central financial systems with an end-to-end process, manage the expert team members representing the procurement aspect of the financial business management process in accordance with personnel law and practices, expert knowledge gained from laws and policies already sited, and project management methodologies: <br>
· Assign procurement processes and/or financial components to review and discuss with the teams. <br>
· Provide on-the-job training to assigned staff and business team staff from other departments. <br>. 

· Meet with staff and FI$Cal team members to provide expertise and gain information on identified best practices

· Manage under the general direction of the FI$Cal Project Manager, scope, time, cost, quality, human resources, communication, risk, and integration for procurement policy and procedure changes and choice of components and configurations of procurement/financial data. <br>.
· Serves as Acquisitions Branch Project Manager for all facets of FI$Cal conversion and operational efforts. <br>.
· Function as day to day Liaison to FI$Cal to address and seek solutions to ongoing Acquisitions issues. <br>
· Provide guidance to branch staff assigned to the FI$Cal conversion project. <br>
· Manages ongoing FI$Cal Work Plan for Acquisitions Branch. <br>
<br>
In order to meet program goals and objectives, direct, guide and review the work of subordinate managers and supervisors in accordance  with DGS policies, procedures and processes for state procurement by: <br>
· Direct and review the work of staff through subordinate supervisors in accordance with DGS policies, procedures and processes for State procurement in order to meet program goals and objectives. <br>.
· Communicate program goals and objectives and establishes expectations for the Branch. <br>
· Assign workload and provide complete instructions on assignments and tasks. <br>.
· Review and approve/disapprove statewide purchasing documents. <br>.
· Provide on-the-job training on job requirements, methods, priorities and deadlines and schedules formal training necessary to perform tasks effectively. <br>
· Monitor the quality and quantity of work performed and records as necessary in order to evaluate progress towards 

ESSENTIAL FUNCTIONS continued<br>
<br>
successful completion of probationary period. <br>
<br>
In order to provide effective communication to the highest level of government, management and stakeholders of current contracting and procurement processes: <br>.
· Keep the Deputy Director and CEA B informed of program activities and develop and recommend needed changes.
· Represent the CEA B or the Department at meetings, conferences, and public events. <br>.
· Attend and provide testimony at legislative hearings regarding procurement issues. <br>.
· Prepare technical articles relating to procurement for publication; prepare correspondence and reports. <br>.
· Participate in meetings and briefings with DGS Executive Office, consultants, private sector suppliers and their executive level staff, State and Consumer Services Agency deputies, legislative staff, lobbyists, and Directors and Deputy Directors of client agencies on procurement issues<br>.
<br>
In order to maintain the operating budget of the above referenced acquisitions units, works with the PD Budget Manager to prepare Financial and Business Plans including Price Book rate calculations and budget changes (Budget Change Proposals – BCP) in accordance with the DGS Executive Office and Budget and Planning Section, and Department of Finance.

· Review budgetary impacts from leveraged procurements as they affect the Division and develop documented support for BCP requests for additional resources or a reduction in resources. <br>.
· Maintain the overall operating budget by reviewing the Expenditure Plan and Revenue Recovery Plan and developing a baseline budget to maintain existing level of services. <br>.
· Recommend plan of action in resolving problems including budget reductions or reform work requiring shifting of staff or dealing with increase in work without additional staff. <br>
<br>
Employee Leave Accounting<br>
In order to maintain 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 & Leave (PAL) system and to effectively manage and direct subordinate staff in accordance with DGS policies and guidelines, Equal Employment Opportunity and MOU provisions, State Personnel Board and Department of Personnel Administration laws and rules, and established personnel policies, rules and regulations: <br>
· Grants or denies subordinate staff requests for time off or requests to work overtime. <br>
· Ensures subordinate staff has sufficient leave credits available for the requested leave. <br>
· Notifies the PD Timekeeper in writing to enter absent subordinate’s time in PAL system, i.e., time charged to projects, leave usage, approved leave without pay (dock or NDI), Absence without Leave (AWOL), etc. <br>
· Approves PAL entries for subordinate staff on dock or AWOL on or before the designated SCO monthly payroll cut-off date in order to ensure issuance of correct payment via SCO payroll warrant on 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 re-issuance of a SCO warrant that has been returned to SCO for late dock, issuance of correct overtime pay due to staff, and correct updating of leave balances. <br>
<br>
Employee Performance<br>
In order to effectively manage, coach, and direct subordinate staff in accordance with DGS constructive intervention process, Office of Legal Services direction, Equal Employment Opportunity and MOU provisions,  and established personnel policies, rules, and regulations: <br>
· Identifies performance expectations utilizing the Essential Functions Duty Statement, probationary reports and/or Individual Development Plans (IDP), and conveys expectations to the employee via written and verbal communication/direction. <br>
· Monitors performance through various production documents, supervisor’s daily reports, personal observations, and by following-up with employee to ensure that performance expectations are being met.

· Provides feedback to employees on performance noting exceptional performance as well as areas of needed improvement through regular discussions.

· Sustains employee performance using the departmental constructive intervention and progressive discipline principles and processes.

<br>
Staffing Level Responsibilities<br>
In order to avoid the loss of coded budgeted positions and to maintain adequate staffing levels to provide professional purchasing services in accordance with Section 14600 of the Government Code, the State Administrative and State Contracting Manuals: <br>
· Follows the PD Request for Personnel Action (RPA) process for recruitment to fill vacant or new positions.

· Reviews the Essential Functions Duty Statement and organizational chart provided by the PD Personnel Liaison (PL) for accuracy on the specific position being recruited and revises the duty statement as necessary.  <br>
· Conducts hiring interviews after verifying eligibility with the Office of Human Resources’ (OHR) staff via the PD PL.

· Advises all appropriate personnel of candidate selection/proposed hire securing departmental approvals, ensuring pre-hiring requirements (documents) are completed and cleared by OHR, and proposed start date has been communicated to PD-HR through email communication. <br>
· Communicates verbally or in writing with all non-selected candidates that a selection has been made. <br>
<br>
Knowledge, Skills and Abilities<br>
Knowledge of: Purchasing and standard and quality control policies and practices; bid protest process; limited and noncompetitive bidding; California state purchasing, materials management and EDP and telecommunications acquisition policies and procedures; market conditions and practices and current prices; product standardization and specifications; materials, supplies, and equipment suitable to meet the needs of a large governmental jurisdiction; principles of organization and management; principles of personnel management and supervision; department's Equal Employment Opportunity (EEO) Program objectives; a manager's role in the EEO  Program and the processes available to meet EEO objectives.

<br>
Ability to: Plan, organize, and direct the work of others; analyze data and situations accurately and take effective action; develop creative and innovative solutions to management problems; establish and maintain effective working relationships; communicate effectively; and effectively contribute to the department's EEO objectives.

<br>
Desirable Qualifications

· Experience at the managerial level applying the principles and practices of the state’s procurement policies and practices for goods and services. <br>
· Experience at the managerial level in leadership of a large, multi-functional organization utilizing matrix management and/or integrated teams. <br>
· Experience at the managerial level integrating the activities of a diverse program to attain common goals. <br>
· Experience at the managerial level evaluating Branch and Divisional procurement issues, considering overall implications, in helping to develop policy. <br>
· Experience at the managerial level in conflict resolution associated with disagreements between and/or among multiple external stakeholders at various levels. <br>
<br>
Interpersonal Skills<br>
· Interacts successfully in a team environment. <br>.
· Communicate effectively with a diverse community. <br>.
· Communicate effectively with all levels of government, the public and media. <br>
<br>
Work Environment, Physical or Mental Abilities<br>
· Professional office environment, appropriate business attire required. <br>.
· Daily use of phone, fax, copiers, and general office and communication equipment. <br>.
· Occasional use of cell phone, pagers, and laptop computer. <br>.
· Frequent use of a personal computer and related software applications and the Internet at a workstation. <br>.
· Sitting in a seated position for extended periods of time. <br>.
· Occasional off-site meetings within Sacramento and occasional out-of-town meetings within California that may require the use of various transportation modes, i.e. airplane, taxi, car, etc.. <br>.
· Use of hand cart to transport documents and/or equipment up to 15-20 lbs., i.e. laptop computer, files, reference manuals, solicitation documents, etc. <br>
· Conduct formal presentations with good communication skills. <br>



