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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

10189-PROC
ANALYST’S INITIALS

smt
DATE

7/24/15


	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 Analyst
	POSITION NUMBER

306-507-5157-012
	TENURE

 FORMDROPDOWN 
      
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R01

	OFFICE OF

Procurement Division
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY

$2945 

to

$4788

	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

8/5/15


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

SELECTION CRITERIA: Please reference RPA #10189 on your application. <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>
<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 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), Bargaining Unit Agreements, State Administrative Manual (SAM), Department of General Services (DGS) Budget Office and Fiscal Services, and Procurement Division (PD). <br>
<br>
ESSENTIAL FUNCTIONS  <br> 
Space Utilization & Management Coordinator  <br>
<br>
In order to assist the SSM I with overseeing the Procurement Division’s space utilization program, the incumbent will: <br>
· Perform an in-depth analysis of space utilization and employee movement requests. Assist management in the identification of problems, trends, or future space needs and make logical recommendations to the SSM I in determining the best utilization of space allocations in order to forecast space needs for the division.  <br>
· Maintain and update a detailed floor plan that tracks cubicle/office locations and movements of all PD employees. Monitor and oversee employees’ cubicle assignments and locations.  <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
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	 CLASS TITLE

Staff Services Analyst
	POSITION NUMBER
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	RPA NUMBER
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	FILE BY


8/5/15

	ESSENTIAL FUNCTIONS cont. <br>
 <br>
· For office reorganizations or cubicle reconfigurations, perform a utilization analysis of the division’s floor plan to assess the availability of space and make recommendations as to the appropriate and efficient allocation of cubicles and office space. <br>
· Coordinate moves and placements for new employees, employees changing work stations, including Voice over Internet Protocol (VoIP) telephones and information technology equipment (such as computers) by working with representatives from the Information Technology Services Division (ITSD). <br>
· Conduct preliminary studies of proposed spaces and prepare space allocation reports to provide management with information as to existing space allocations, utilization capacity, and potential building/office limitations. <br>
· Assist supervisors and managers in assigning cubicles and workstations in accordance to SAM guidelines and DGS policy. Provide guidance in determining the appropriateness and business need of employee movements. <br>
· Facilitate space and facility alterations by coordinating with RESD and the Business Services Office (BSO). Coordinate with the SSM I and the budget analyst to determine if funds are available prior to approving any space and facility alterations. <br>
<br>
> Accounts Receivable<br>
<br>
In order to assist the SSM I in ensuring the division receives payments for goods services, the incumbent will: <br>
· Receive billing data and invoice reports from the Office Technician(s). Review the reports to ensure they are free of any errors or discrepancies as this data must be submitted to the Office of Fiscal Services in order to generate revenue for the division and the department. <br>
· Using appropriate spreadsheet software, create monthly billing reports in order to provide management with status updates and to ensure departments and other agencies are paying their invoices timely and accurately. <br>
· Assist the SSM I in investigating complex questions and inquiries from external departments and agencies as it pertains to PIN & BidSync billing and procurement rates and charges. <br>
· Assist in gathering and analyzing data to develop reports for internal use of billing data using fiscal information obtained from various PIN, BidSync and ABMS reports. <br>
<br>
Asset & Inventory Management<br>
<br>
In order to assist the SSM I with managing the division’s telecommunication needs, the incumbent will: <br>
· Serve as a liaison to Enterprise Technology Services (ETS) to obtain VoIP telecommunication equipment and Business Services Office (BSO) for cell phones. Coordinate with ETS for the deployment of VoIP telecommunication equipment. <br>
· Prepare purchase requisitions for telecommunication equipment (i.e. headsets, etc.). <br>
· Review and audit telephone, cellular phone, and utility invoices to ensure billing accuracy and to prepare invoices for payment approval. <br>
· Maintain PD’s cell phone accounts and audit usage and invoices reports and works with
· BSO to resolve any customer complaints and issues. <br>
· Maintain and update the division’s phone lists. <br>
<br>
In order to assist the SSM I in the coordination of all PD IT equipment/software and non-IT peripheral purchases and deployment: <br>
· Analyze IT equipment and software purchase requests and assess the business need for the product(s) or service. Consult with the SSM I or the budget analyst to verify the availability of funds and the funding source, obtain vendor quotes and prepare the required purchase request documents including all supporting documentation. <br>
· Through ABMS, process purchase orders, invoices, and maintain status of all purchases. Contact vendors (via telephone or e-mail) and Business Services Office (BSO) as necessary. <br>
· Receive delivered supplies, materials, and equipment; document proof of receipt. Confirms that delivered goods and purchases conform to order specifications of quantity, condition, model number, etc. Completes all necessary paperwork for items received and retain all requisite paperwork as required by the BSO. <br>
· Process Prison Industry Authority (PIA) furniture orders through the Office of Business and Acquisition Services (OBAS) and through spreadsheets, maintain status of delivery and warranty/repair. <br> 
· Maintain an inventory of all non-IT office equipment such as copier, fax machines. <br>
· Review invoices for accuracy and reconcile them to the purchase orders.  If there are any variances or discrepancies, will follow appropriate policy and procedure to correct the discrepancy and/or variance. <br>
· Liaison with ITSD for scheduling and deployment of equipment/software. <br>
ESSENTIAL FUNCTIONS cont. <br>

<br>
· Maintain and update an inventory spreadsheet as each IT action/function occurs such as the purchase/deploy/redirect of new equipment, installation of software, etc. Coordinate ITSD software upgrades using 
DGS and PD policy guidelines. <br>
· Provide up-to-date and accurate budget data as it pertains to purchasing equipment; analyze data to provide information for PD management, generate technical reports for PD Management using data from PIN, ABMS, BidSync, and the State Controller’s Office. <br>
<br>
Surplus & Recycling Program<br>
<br>
In order to assist the SSM I in managing the division’s surplus and recycling program, the incumbent will: <br>
· Collaborate with management in determining and collecting surplus property. <br>
· Inspect surplus property, complete the STD 152 Property Survey Report and consult with BSO to coordinate the collection and proper disposal of all state-owned surplus property and equipment. <br>
· Act as liaison with the building recycle vendor and BSO regarding PD’s recycle needs and participation. <br>
<br>
MARGINAL FUNCTIONS<br>
<br> 
In order to assist the SSM I in managing the purchase order process, service orders, contracts; and inter-agency agreements for PD: <br> 
· Review requests for purchases and ensures compliance with the pertinent laws, rules, and regulations. <br> 
· Prepare Purchase Documents and Contracts. <br> 
· Verify funding availability in ABMS. <br> 
· Monitor contract dollar usage and remaining funds. Analyze the information and reports to PD management. <br> 
· Review approved invoices from the Requester and/or Unit Manager. <br>
· Reconcile and compare incoming invoice to the purchase orders. <br>
<br>
Perform other duties and assignments commensurate to the Staff Services Analyst (General) classification. <br>
<br>
KNOWLEDGE, SKILLS AND ABILITIES<br>
<br>
Knowledge of:  <br>
Principles, practices and trends of public and business administration, management and supportive staff services such as budgeting, personnel, and management analysis; government functions and organization. <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. <br>
<br> 
DESIRABLE QUALIFICATIONS<br> 
<br> 
· Knowledge of General Accounting Practices as it pertains to all aspects of the General Ledger Activities with an emphasis on Accounts Payable and Accounts Receivable. <br>
· Experience in resolving fiscal related issues effectively with control agencies, internal and external customers, and others contacted during the course of work. <br>
· Experience in analyzing and interpreting laws, rules, and regulations. <br>
· Proficiency with personal computer and Microsoft Outlook, Word and Excel and the internet. <br>
· Ability to write comprehensively, articulate and communicate clearly and effectively with individuals from varied experiences, perspectives and backgrounds, and all levels of management. <br>
· Familiarity with PIN, ABMS, and BidSync. <br>
<br>
SPECIAL PERSONAL CHARACTERISTICS<br>
<br>
· Familiarity and sensitivity to the priorities, missions and goals of the Department and the Division. <br>
· Excellent customer service and interpersonal skills. <br> 
· Ability to work well in a culturally diverse setting. <br>
· Evaluate and develop alternatives to resolve complex fiscal/financial problems with the highest level of interpersonal and negotiating skills. <br>
· Demonstrate a willingness to learn and acquire new information. <br>
· Accountable. <br> 
· Excellent work ethic. <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 and handle multiple projects effectively. <br>.
· Ability to effectively handle stress and deadlines. <br>
<br> 



