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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

10190-PROC
ANALYST’S INITIALS

smt
DATE

8/14/15


	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

306-520-5393-004

	TENURE
LIMITED TERM - 18 MONTHS
	TIME BASE

Fulltime
	CBID

R01

	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 Third Street, West Sacramento
	

	
	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

Renata Rasberry, Sr. EDP Acquisitions Specialist Supervisor 
	FILE BY

8/24/15

	<br> For a complete duty statement please email darlene.mccormick@dgs.ca.gov<br>
br>This position is limited – Term 18 months. It may be terminated at any time or may become permanent at a later date.<br>
br> 
SELECTION CRITERIA: Please reference RPA #10190 on your application. <br>
· Please submit a completed State Application (STD 678) and resume to the address above <br>
· SROA/Surplus, & Re-employment employees are encourage to apply<br>
· Transfers, reinstatements, or recruitment form the employment list, and a Training and Development 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’s employment list.<br>
· Application will be evaluated based on eligibility and desirable qualification 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>
ESSENTIAL FUNCTIONS<br>
To support the eProcurement (eP) system, the incumbent serves as a member of the Tier 1 Technical Support Team for statewide eP users, in accordance with DGS Information Technology Standards; the State Administrative Manual (SAM) Sections 4800 through 5953 and Sections 6700 through 6780; Department of Technology’s Statewide Information Management Manual (SIMM) and Desktop and Mobile Computing Policy (DMCP); the State’s IT Security Policy; and annual updates to the above policies and procedures which are addressed through IT Policy Letters to ensure compliance with government regulations and rules, utilizing a personal computer, the internet, Procurement Information Network (PIN) software and other related software applications, and various office and communication equipment. <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.

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

306-520-5393-004

	RPA NUMBER

10190-PROC
	FILE BY


8/24/15

	ESSENTIAL FUNCTIONS (continued) <br>
<br>
eP System Administrator<br> 
· As a System Administrator on the DGS-PD eP System Administrator Team, using verbal and electronic communication methods, analyzes and responds to all customer and user requests for technical assistance by providing immediate technical solutions and information relating to the various acquisition modules in eP, including the California State Contracts Register (CSCR), the State Contracting and Procurement Registration System (SCPRS), the Fi$Cal and the State’s leveraged procurement agreements (LPAs). Collaborates and consults with the Procurement Division, Policy Unit to develop the State Contracting Manual for FI$Cal (SCM-F) for statewide procurement policies, procedures, forms, and processes in order to address policy change implications.
· Performs comprehensive research to ensure accessibility for system users and workflow privileges for all statewide eP System Administrators.
· Liaison between the statewide system administrators and the lead eP System Administrator when elevating system issues or making system recommendations.<br> 
br>
<
FI$Cal Transition Team<br> 
The incumbent is a contributing member of the Fi$Cal transition team to ensure the Procurement Division’s legacy systems are transitioned into FI$Cal.

· Assist with the statewide rollout of FI$Cal and incorporate eP systems.

· Analyze and report on functionality issues for end users throughout implementation phase.

· Analysis of data extrapolation and monitor eP system reports are functional.

· Reviews, research data and make recommendations on Fi$Cal and eP System project documents, including schedule plans, training plans, implementation plans, decision documents, and process workflows.

· Provide analysis to the PD Fi$Cal Liaison to resolve system problems during implementation.

· Assist with analysis and make recommendations to Fi$Cal liaison and PD management on FI$Cal project plans and proposed plan revisions.

· Facilitate program data gathering and implementation and testing of FI$Cal, SCPRS, and CSCR BidSync replacement program.

· Provide training and problem resolution to new and existing users during FI$Cal transition

· Assist in the development of training materials, crosswalks and tools for FI$Cal users.

· Assists the Fi$Cal Liaison in the Train the Trainer Program (T3 Program) for the FI$Cal System.

· Identify potential Train the Trainer Program participants.  

· Participate in the full curriculum of the Train the Trainer program.
· Participate in business process specific teach-back sessions
Fi$Cal System Items Master List

In order to support implementation of the Fi$Cal System and continuous organization of the commodity and services master items and analysis of data import and extrapolation the analyst will resolve system errors and assist system users by: 

· Creating and updating commodity and services identification in FI$Cal. 

· Creating and updating Supplier access in the FI$Cal system.

· Importing and update access for Leveraged Procurement Agreements (LPAs). 

· Creates and updates access for FI$Cal user department buyers.

· Work with FI$Cal users to correct uploads errors. 

· Deny Item request and notify requester and define additional item control values

· Enter Item Common Attributes

· Enter Item Purchasing Attributes

· Enter Item Purchasing Controls

· Enter Item Vendors Approved for Item

· Enter Vendor Unit of Measure (UOM) Attributes
MARGINAL FUNCTIONS<br> 
In order to ensure the flow of information to the contracting community, publish notices of contracts exempted from the competitive bid process pursuant to California Government Code, Title 2, Division 3, Part 5.5, Chapter 6, Section 14827.3, using a personal computer, related software, and the internet. <br> 
· Develop and maintain records relating to the exemption publication process for audit purposes. <br>
· Advise the business community and departments of exempted contracts by responding to inquiries in writing or in person. <br>
Knowledge and Abilities<br>

Knowledge of: 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; and methods and techniques of effective conference leadership. <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; coordinate the work of others, act as a team or conference leader; and appear before legislative and other committees. <br>
DESIREABLE QUALIFICATIONS<br>
· Knowledge of State contract advertising requirements pursuant to the Public Contract Code, State Contract Manual, Government Code, State Administrative Manual and Uniform Commercial Code. <br> 
· Ability to adequately plan and complete multiple assignments at the same time that are in various stages of completion. <br> 
· Proficient with personal computers, especially with the internet and Microsoft Office software applications <br>
· Ability to meet deadlines as established by requestors (i.e. manager, supervisor, client, coworker).  <br>
· Effective telephone skills. <br>
· Effective writing skills. <br> 
· Effective listening skills<br> 
· Effective communication skills. <br> 
· Ability to deliver effective presentations and training. <br> 
· Ability to work independently. <br>
SPECIAL PERSONAL CHARACTERISTICS <br>
· Demonstrate ability to act independently with open-mindedness, flexibility and tact. <br>
· Maintain a friendly, affable and relaxed disposition. <br> 
· Present a neat appearance and appropriate business dress. <br> 
· Be self-motivated, take initiative and be proactive toward workloads with a continuous improvement approach.

· Dependable; responsible, positive attitude.  <br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES<br>
· Daily use of phone, fax, copiers and general office equipment. <br> 
· Occasional use of laptop computer. <br> 
· Frequent use of computer and related software applications at a workstation. <br> 
· Use of handcart to transport documents and/or equipment. <br> 
· Set-up and operation of audiovisual equipment and laptop computers. <br> 
· Transport up to 35 pounds of printed materials, display backdrops or electronic equipment. <br> 
· Occasional travel by car and airplane throughout California. <br>
· Make presentations to large and small audiences as needed. <br>
· Ability to effectively handle stress and deadlines. <br> 



