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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

10062 -ORIM
ANALYST’S INITIALS
AIO
DATE

6/29/2015


	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

Program Manager l 
	POSITION NUMBER

306-044-4924-xxx
	TENURE

 FORMDROPDOWN 
 
	TIME BASE

 FORMDROPDOWN 
 
	CBID

S07

	OFFICE OF

Risk and Insurance Management
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY

$5,309.00
TO
$6,606.00

	SEND APPLICATION TO:

Department of General Services
Office of Risk and Insurance Management
707 3rd Street, 1st Floor, Room 1-330
West Sacramento, CA 95605
Attn:  Rosa Bellamy
	REPORTING LOCATION OF POSITION

707 3rd Street, 1st Floor, West Sacramento, CA 95605
	

	
	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)  376-1662
	PUBLIC PHONE NUMBER

(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE

CEA ll
	FILE BY

7/13/2015


	TRAINING AND DEVELOPMENT ASSIGNMENTS MAY BE CONSIDERED FOR THIS POSITION.<br>
<br>
SELECTION CRITERIA 

· SROA/Surplus employees are encouraged to apply.<br>
· Transfers, reinstatements, or recruitment from employment list may be considered. Consideration may be given to applicants on another Department’s employment list, provided the criteria are met to transfer 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>
Please Indicate RPA 10062 on the State application as well as your basis for eligibility (i.e., reemployment, reinstatement, or transfer) Applications received without the above information MAY NOT be considered for review. <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>
The State Emergency Plan (SEP) established the California Emergency Functions as a key component of California’s system for all hazards emergency management.  In accordance with the California Emergency Services Act (ESA), this plan is in effect at all times and applies to all levels of state government and its political subdivisions.  The Department of General Services (DGS) is responsible for the Resources Emergency functions contained in the SEP. <br>
<br>
ESSENTIAL FUNCTIONS<br>
<br>
In order to effectively manage the EF program the incumbent: <br>
· Develops Emergency Functions (EFs) assigned to the California Government Operations Agency (GovOps) based on guidance and direction from GovOps, DGS, and the Office of Risk & Insurance Management (ORIM).<br>
· Is responsible for the continued development and implementation of annexes for EF 3-Construction and Engineering, and EF 7-Resources and provides clear and decisive leadership in the development of the EFs. <br>
· Facilitates a forum for all EFs to communicate and collaborate towards successful completion of their respective annexes and maintains a strong and productive working relationship with all agencies and departments.<br>
· Handles the most complex issues that impact the development and implementation of EFs and collaborates with the Advisory Council, Operational Teams, Technical Working Groups, and Stakeholders. <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

	 CLASS TITLE

Program Manager l
	POSITION NUMBER

306-044-4924-001
	RPA NUMBER

10062-ORIM 
	FILE BY


7/13/2015

	· Develop and recommend policies and procedures to identify, inventory, and access critical assets for emergency response. Develop and implement emergency procurement and contracting procedures training to state agencies. Develop and deploy approved processes to identify, inventory, and access to state owned and state controlled vehicles available to support emergency response.<br>
· Directly works with the California Office of Emergency Services ( Cal OES) branches and regions, state agencies and local jurisdictions to address complex and sensitive emergency planning and integration efforts regarding programmatic issues unique to specific disciplines such as; education, emergency preparedness, tribal liaison and other California EFs. <br>
· Develops and maintains the state’s regulatory processes, planning guidance materials, and implementation of emergency planning policy and guidance for which Cal OES has lead agency responsibility. <br>
<br>
In order to effectively and efficiently implement policy the incumbent: <br>
· Sets policy for emergency preparedness, response, recovery and mitigation in accordance with the Standardized Emergency Management System (SEMS) as set forth in the Governor’s Executive Orders. <br>
· Is responsible for Administrative Orders between Cal OES and DGS; develops management memos and administrative orders to provide emergency directives for state agencies and departmental offices/branches to implement. <br>
<br>
In order to effectively work with internal and external Stakeholders the incumbent: <br>
· Oversees the development and maintenance of multi-agency agreements required by various plans. <br>
· Coordinates with Cal OES in support of the SEP and coordinates with state agencies to ensure their plans are consistent with the SEP. Coordinates catastrophic planning with Federal Emergency Management Agency (FEMA).<br>
· Develops departmental emergency preparedness and response policies in accordance with the Cal OES California Emergency Plan and SEMS. <br>
· Reviews and analyzes state and federal emergency management laws and regulations; assists in the coordination and maintenance of the state’s SEMS; identifying program problems and directing their policies and procedures.<br>
· Develops policies and procedures for ensuring emergency staff are properly trained, assigned emergency roles and responsibilities and participate in exercises and drills. <br>
<br>
In order to effectively respond to emergencies and other emergency duties the incumbent:<br>
· Coordinates efforts with DGS divisions who have emergency related responsibilities, DGS Deputy Directors and the Division of the State Architect. <br>
· Attends and participates in training and exercises to enhance emergency management knowledge, skills, and abilities to gain better understanding of Cal EMA roles and responsibilities during an emergency.<br>
· Participates in drills and exercises to demonstrate proficiency in implementing emergency procedures. <br>
<br>
MARGINAL FUNCTIONS<br>
· Assists in the State Operations Center, Regional Emergency Operations Center, Joint Field Office, or Disaster Assistance Center; participate in emergency drills and exercises; assist in state and local training and exercises; represent the Department in conferences and meetings.<br>
· In time of an emergency, will have command authority and responsibility throughout the department.  Incumbent will respond to requests from OES for DGS resources.<br>
· Is the primary point of contact for all emergency-related matters, including Cal OES, FEMA and other federal, state and local emergency agencies.<br>
· Responsible for the coordination of compliance with the Emergency Services Act and will lead and direct departmental emergency operations<br>
<br>
KNOWLEDGE, SKILLS AND ABILITIES<br> 
Knowledge of: Principles, practices and trends of public administration, including management analysis, planning, program evaluation or related areas; concepts, objectives, organization, and operations of Federal, State and local civil defense and disaster activities; California geography and resources as they relate to civil defense and disaster planning and operations; administrative problems involved in directing coordinated financial assistance programs; principles and practices of employee supervision, development and training; program development; formal and informal aspects of the legislative process; governmental functions and organization at the State and local level; methods and techniques of effective program management and supervision; organization, activities, and basic legislation concerning the Office of Emergency Services; principles of organization and budgeting; the Office's Affirmative Action Program objectives; a manager's role in the Affirmative Action Program and the processes available to meet affirmative action objectives. <br>
<br>
ABILITIES <br>
Ability to: Reason logically and creatively and utilize a variety of analytical techniques to solve complex disaster preparedness problems; evaluate alternatives and provide recommendations; gain and maintain the respect, confidence, and cooperation of a wide variety of officials and other persons contacted in the work; analyze data and effectively present ideas; interpret Federal and State statutes; consult with and advise administrators or other interested parties on a wide variety of subject-matter areas; establish and maintain project priorities; and effectively utilize all available resources; plan, organize and direct the work of others; effectively contribute to the Office's affirmative action objectives. <br>
<br>
SPECIAL PERSONAL CHARACTERISTICS<br>
Demonstrate ability to act independently, open-mindedness, flexibility and tact. Willingness to work unusual hours and on Saturdays, Sundays, and holidays and to travel throughout the State. <br>
<br>
DESIRABLE QUALIFICATIONS<br>
· Experience working effectively under emergency conditions. <br>
· Experience working with the principles and practices of emergency planning response and operation. <br>
· Experience handling situations that if handled incorrectly may cause serious harm or damage to life and property. <br>
· Experience in conducting simulated emergency drills and exercises. <br>
· Experience handling multiple courses of action simultaneously.<br>
· Experience in working with federal and state disaster assistance and post-disaster mitigation funds. <br>
<br>
INTERPERSONAL SKILLS<br>
· Works well in a team environment. <br>
· Organizes and handles multiple tasks and assignments. <br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES <br>
· Daily use of phone, fax, copiers, and general office equipment. <br>
· Occasional use of cell phone, pagers, and laptop computer. <br>
· Frequent use of computer and related software at workstation. <br>
· Occasional off-site meetings within Sacramento and occasional out-of-town within California meetings 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, reference manuals, etc. <br>
· Conduct formal presentation with good communication skills. <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<br>

<br>


