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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

10116-PROC
ANALYST’S INITIALS

Smt 
DATE

8/17/15


	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
	POSITION NUMBER

306-507-5393-018
	TENURE

 FORMDROPDOWN 
      
	TIME BASE

 FORMDROPDOWN 
      
	CBID

RO1

	OFFICE OF

Procurement Division
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY

$4,600 

to

 $5,758

	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

Jaisha White, SSMI
	FILE BY

8/26/2015


	For recruitment purposes, the Staff Services Analyst classification will be considered and duties will be adjusted accordingly.  Please provide a copy of the SSA transfer exam. <br>
For a complete duty statement please email darlene.mccormick@dgs.ca.gov
<br><br><b>
SELECTION CRITERIA: Please reference RPA #10116 on your application. </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 <br>
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled.  <br>
· All methods of appointments, including Training & Development (T&D) Assignments may be considered. <br><b>
· In order to be considered for this position, you must submit a Statement of Qualifications/Cover Letter that describes your experience, education, training, knowledge, skills and abilities as they relate to the information contained in the description of duties and essential functions.  Please limit your response to no more than two pages (12-point font and 1 inch margins). Contact Darlene McCormick for a duty statement.  Failure to submit the requested materials may result in elimination from the hiring process. </b>
<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 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>
All work is accomplished under direction of the SSM I, and in accordance with the laws, rules, regulations, and/or guidelines of the California Department of Human Resources (CalHR), State Personnel Board (SPB), Department of Finance (DOF), State Controller’s Office (SCO), Federal and State Law (i.e., Americans with Disabilities Act, Family Medical Leave Act, etc.), Bargaining Unit Agreements, Public Employees Retirement System (PERS), Department of General Services (DGS), and PD. <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 CONDTION, MILITARY OR VETERAN STATUS, NATIONAL ORIGIN, POLITICAL AFFILIATION, RACE, RELIGIOUS CREED, SEX (INCLUDES PREGNANCY, CHILDBIRTH, BREASTFEEDING AND RELATED MEDICAL CONDITIONS), AND SEXUAL ORIENTATION. 
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

306-507-5393-018
	RPA NUMBER

10116-PROC 
	FILE BY



8/26/15

	ESSENTIAL FUNCTIONS  <br>
<br>
Serves as a technical expert in facilitating the hiring process in coordination with PD hiring managers/supervisors and the guidelines listed above, and in partnership with the OHR Classification and Pay Analyst (C&P), Certification Specialist, and Transactions staff:
<br><br>
· Analyzes the requested personnel action for accuracy and appropriate classification for the duties and within the organizational structure using CalHR classification specifications. <br>
· Works with all levels of management to review and revise hiring and personnel action documents including, but not limited to, essential functions duty statements, job opportunity bulletins (JOB), justifications, and Training and Development agreements using classification specifications and other listed guidelines.  <br>
· Maintains accurate and current organization charts using Visio software. <br>
· Prepares the Request for Personnel Action (RPA) by entering into the Automated RPA system and attaching the updated essential functions duty statement, justification, JOB, organization charts and the management’s approval l, then submits to DGS/OHR for review and approval. <br>
· Assists in the interview process by reviewing applications, developing interview questions, screening criteria, serving on interview panels, and reviewing personnel files. <br>
· Ensures hiring approvals are cleared at each appropriate level by submitting the appropriate documents to the Branch Chief, Classification and Pay Analyst, Division Chief or Director. <br>
· Serves as the Position Control Liaison by using Excel and ABMS to monitor vacancies and consult with PD management to write justifications for positions subject to abolishment due to G.C. 12439 at year end.  <br>
· Develops tables, reports, and queries when obtaining statistical information relative to staffing needs, authorized positions, temporary positions, blanket positions and vacant positions. <br>
· Confers with managers and supervisors in determining the impact of proposed reorganizations and restructures by reviewing CalHR classification specifications, organizational charts, and expert advice from the OHR Classification and Pay Analyst; conducts comparative analysis of organizations with similar organizational structures. <br>
· Independently prepares policy and procedural memoranda; prepares written analyses and issue papers on a variety of personnel management related subjects and requests. <br>
· Provides policy guidance to management regarding the most complex personnel issues. <br>
· Assists managers and supervisors in developing position justifications, exceptional allocation, and Career Executive Assignment concept proposals. <br>
· Develop and facilitate LEAP orientation workshops for both the supervisor and LEAP employees to educate them on laws and rules that govern the program; provides supervisors with copies of the Job Examination Period forms and monitors the due dates to ensure a timely transition to the parallel classification.

<br><br>
Career Development <br>
In order to assist PD management in implementing career development activities that supports the Division’s Workforce and Strategic Plans: <br>
· Develops and administers career center that will meet the division’s career development needs. <br>
· Researches, identifies, and recommends appropriate career development resources for the PD’s Career Center Information Library including scholarly journal articles, videos, personal & professional development books, and other resources about searching for a job, upward mobility, career planning, setting and achieving career goals, and writing resumes; assists the SSM I in developing a Career Resource Manual. <br>
· Delivers comprehensive career exploration and career planning services/programs to staff. <br>
· Conducts practice and mock interview workshops; assess employees’ performance and provides constructive feedback in order to help employees develop more effective interviewing skills and techniques. <br>
· Designs and facilitates resume-preparation workshops; educates staff on the appropriate and most effective resume format by developing sample resumes, cover letters, and other related reference tools; critiques and reviews resumes and provides feedback to staff. <br>
· Designs, develops, and oversees a pilot job rotation program in order for employees to develop knowledge, new skills and a broader understanding of the division’s operations; establishes networks with other departments that have well-established job rotation programs and designs a model that will meet the division’s needs; consults with OHR and Labor Relations in the development and implementation process. <br>
· Partners with management to implement programs and policies that impact employee engagement, retention, and professional development; oversees the development of the division’s Training Policy Manual. <br>
· Designs, develops, and oversees a pilot mentoring program; oversees the recruitment of mentors and mentees; ensures the program meets operational goals; develops evaluation procedures to assess the efficacy of the program. <br>
ESSENTIAL FUNCTIONS CONT. <br><br>
· Analyzes and interprets the Personnel Management Policy & Procedure Manual and the State Personnel Board’s transfer rules in order to assist employees in identifying classifications they may be able to transfer to or eligibility for Training & Development Assignments. <br>
· Develops an Upward Mobility Plan and Manual for the division; meets with employees on an individual basis to develop specialized plans. <br>
· Analyzes the strategic plan and determines the appropriate allocation of resources, priorities, budget, and policy and prepares recommendations for implantation based on the findings for PD management.

<br><br>
Workforce Planning <br>
Provide management with expert-level consultative services that aligns the PD’s workforce needs with the business plan, and address current and future workforce issues : <br>
· Gathers and analyzes current and historical organizational workforce data and uses it to generate monthly and annual reports on work volume, turnover and attrition rates, and projected staffing needs; reviews existing PD policies and procedures and identifies program alternatives to update and/or streamline the project delivery process and presents alternatives to management. <br>
· Works with management and other key decision-makers in order develop strategies for retention, recruitment, training, coaching, and knowledge management. <br>
· Applies subject matter expertise in internal and external workforce trends in order to develop and evaluate workforce plans, to identify gaps and to propose effective solutions to PD management and OHR. <br>
· Assesses current organizational structure, staffing characteristics, and capabilities and recommends alternatives for strengthening the management of human capital resources and human capital systems. <br>
· Participates in the conceptualization and design of the scope, targets and objectives of the division’s strategic workforce planning framework. <br>
· Collaborates with management on technical, administrative, and strategic workforce planning policies and initiatives.

· Oversees all of the division’s workforce and succession planning activities. <br>
· Contributes to the design and preparation of reports and manuals related to workforce, knowledge transfer, and succession planning. <br>
· Conducts periodic environmental scans that focus on key external opportunities and threats that may impact the workforce and its ability to achieve strategic goals and performance targets.

<br><br>
Employee Engagement<br>
· Researches literature reviews on employee engagement best practices and contemporary issues in order to assist management in developing action steps and plans that promote a work environment and culture that is conducive to greater employee engagement, improved performance, and less turnover. <br>
· Develops surveys and other tools that measure employee engagement. Analyze the results and present findings to management either through written reports or oral presentations. <br>
· Develops and oversees the Employee Recognition Program. <br>
· Develops and implements formal new employee orientation program;  in collaboration with PD Management, develop an onboarding/off-boarding program and recommend policies and procedures that assists new employees in acclimating to their new jobs in terms of both tasks and socialization. <br>
· Analyzes and tracks HR metrics such as attrition and turnover rates, absenteeism rates, in order to identify correlations and impacts to employee satisfaction, morale, performance, and productivity.  Present this information and recommendations to management via oral presentations and/or written reports. <br>
· Identifies and recommends team-building activities to PD’s supervisors and managers as a strategy to improve employee engagement outcomes; facilitates team-building workshops and activities. <br>
· Develops an exit interview survey to evaluate and analyze reasons for turnover and assist in developing effective employee retention strategies.
<br><br>
Recruitment & Outreach  <br>
Provide consultation services to management in ensuring PD recruits and hires the best possible talent: <br>
· In partnership with OHR and division management, provides expertise and guidance via recruitment consultations and devises recruitment plans to address complex staffing needs, including hard-to-fill and executive level recruitments.  Monitors the division’s recruitment trends in order to identify recruitment challenges and offer solutions to hiring supervisors and managers. <br>
· Establishes effective partnerships with local colleges and universities.  Attend and participate in career fairs at local colleges, universities, and other professional organizations. <br>
ESSENTIAL FUNCTIONS CONT. <br><br>
· In compliance with the appropriate laws, rules and regulations identifies innovative and creative ways to make the PD an 
appealing and desirable organization to work for, especially for future and recent college graduates; works with the division’s Graphic Designer in developing marketing tools. <br>
· Consults with OHR on the feasibility of posting job openings in newspaper advertisements, with professional organizations, and in other appropriate venues; works with the PD’s Budget Analyst to ensure the unit has sufficient funding to pay for advertisements. <br>
· Gives presentations at colleges; attends student group meetings in order to increase college awareness of the department and the division.

<br><br>
MARGINAL FUNCTIONS<br>
· Supports PD administrative efforts by acting on the behalf of the SSM I in his/her absence as well providing backup support to other professional staff. <br>
· Approves and signs the GS-80 “Report of Collection,” authorizing payment of vendor fees for the division. <br>
· Assists management in developing Budget Change Concepts and Budget Change Proposals. <br>
· Performs job-related analytical tasks and responsibilities appropriate for the AGPA classification. <br>
· Participates and attends various ad hoc meetings.

<br><br>
KNOWLEDGE, SKILLS AND ABILITIES<br>
Knowledge of:  <b<br>r>
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; and 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 and act as a team leader. <br>
<br><br>
Special Personal Requirements:  <br>
Demonstrated ability to act independently, open mindedness, flexibility, and tact. 
<br><br>
DESIRABLE QUALIFICATIONS<br>
· Experience performing analytical human resources related work (such as: personnel recruitment, selection, training, compensation and benefits, labor relations, and personnel information systems), preferably in a public sector or collective bargaining environment. <br>
· Experience analyzing and interpreting complex personnel laws, rules, regulations, and bargaining unit agreements. <br>
· Fundamental understanding of Completed Staff Work. <br>
· Experience with the ABMS, PAL, CalHR, CalPERS, & SPB databases and resources. <br>
· Proficiency with personal computer and appropriate software programs and the Internet. <br>
· Ability to write comprehensively and communicate effectively with individuals from varied experiences, perspectives and backgrounds, and all levels of management. <br>
· Bachelor’s degree or comparable education is desired, but not required. <br>
<br><br>
SPECIAL PERSONAL CHARACTERISTICS<br>
· Ability to ensure confidentiality of sensitive personnel related work. <br>
· Commitment to quality customer service. <br>.
· Excellent organizational skills. <br>
· Provide backup to other staff during absences. <br>
· Dependable: responsible; positive attitude. <br>
· Ability to work independently or lead and participate in teams. <br>
· Ability to provide objective overview of situations. <br>
· Willingness to accept challenges, handle multiple projects simultaneously. <br>
· Ability to effectively handle stress and multiple deadlines. <br>
· Excellent interpersonal skills. <br><br>
· Advanced verbal and written communication skills. <br>
<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 laptop computer. <br>
· Frequent use of a 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 that may require the use of various transportation modes, i.e. taxi, car, etc. <br>
· Use of a hand cart to transport documents and/or equipment up to 15-20 lbs., i.e. laptop computer, files, reference manuals, solicitation documents, etc. <br>


