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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

10243-PROC
ANALYST’S INITIALS

smt
DATE

9/25/15


	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

306-520-5393-018

	TENURE

LIMITED TERM - 24 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

Joseph Watkins, Staff Services Manager I
	FILE BY

10/5/15

	 For a complete duty statement please email darlene.mccormick@dgs.ca.gov<br>
br>This position is limited – Term 24 months. It may be terminated at any time or may become permanent at a later date.<br> 
<br>
SELECTION CRITERIA: Please reference RPA #10243 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.  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>
All work is to be accomplished in accordance with the laws, rules, regulation, and/or guidelines of the Department of General Services (DGS).   The incumbent will ensure the State’s purchasing operations are in compliance with State and Federal laws relating to procurement and contracts, Public Contract Code (PCC),  State Administrative Manual (SAM), Government Code, Management Memos, and Executive orders. <br>
<br>
ESSENTIAL FUNCTIONS  <br> 
<br>
Under the direction of the SSMI of the California Procurement and Contracting Academy (CalPCA), the incumbent performs the more complex analytical work assignments and projects associated with CalPCA mission which is to provide professional development courses and workshops for State acquisition specialists, to instill essential knowledge and improve the State's contracting processes. CalPCA is responsible to deliver basic acquisition curriculum needed for almost all state agencies, to comply with DGS purchasing authority delegation requirements. <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.

DGS JOB HOTLINE PHONE (916) 322-5990                (            CALIFORNIA RELAY SERVICE FROM TDD PHONES 1-800-735-2929
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	 CLASS TITLE

Associate Governmental Program Analyst
	POSITION NUMBER

306-520-5393-004

	RPA NUMBER

10243-PROC
	FILE BY


10/5/15

	ESSENTIAL FUNCTIONS (continued) <br>
<br>
PRESENTATION AND ADMINISTRATION <br>
Provide training on a variety of specialized, technical and professional subjects focused primarily in the area of procurement  and targeting various occupational groups including buyers, managers, engineers, technical and professional staff from State and local agencies or private industry, in accordance with all pertinent laws and statutes, including, but not limited to, the State Contracting Manuals (SCM) Volumes 1, 2, and 3, the State Administrative Manual (SAM), and Procurement Division (PD) Policies and Procedures: <br>
· Collaboratively and/or independently conduct online and classroom training on subjects mandated by procurement reform, to provide certification and/or determine student proficiency in areas related to acquisitions, by: <br>
· Learning and presenting course curriculum in a classroom setting, using a laptop computer or electronic notebook; projector; Prezi, Microsoft PowerPoint; TechSmith Camtasia Studio, Adobe Connect, Adobe Captivate and the internet. <br>
· Administer and facilitate coursework, by assisting students to register in an online Learning Management System, by recording and tracking participation, preparing classroom environment and organizing support materials. <br>
· Collaborate with CalPCA eLearning technical team to produce and act as audio or on-camera instructor for online (and in-class) lessons, vignettes, bulletins, updates and articles. <br>
· Use Adobe Acrobat Pro or Adobe Experience Manager to create, update, and maintain Portable Downloadable Format (.pdf) Student Resource Packets. <br>
<br>
COURSE DEVELOPMENT AND PREPARATION<br>
Prepare for classroom training by researching subject matter information from the three SCM, SAM, Management Memos, Broadcast Bulletins and other sources; understanding all current PD policies; learning course material and studying current training trends; planning/organizing interactive course activities and ensuring that teaching materials are up-to-date. <br>
· Collaborate with other CalPCA staff to develop various courses. <br> 
· Update and revise outdated training materials from reference materials listed above, including Broadcast Memos, by modifying older PowerPoint presentations, class exercises, and handouts. <br> 
· Cooperate with other CalPCA staff, the Office of Legal Services (OLS) and other units, to create and revise training materials, in accordance with laws, statutes, court precedent, policy and procedure. <br> 
· Develop Instructor Notes, and Prezi, Camtasia and PowerPoint presentations for review by CalPCA staff, based on handwritten notes, SME input, public and private sector consultant involvement, and acquired personal expertise .

· Collaborate with other agencies’ instructors, buyers, and other officers, as needed, to stay current in best practices for government entities and employees. <br>
· Assure accuracy of course material by researching and interpreting emerging and extant laws, policy and procedures as they apply to training material.  Utilize knowledge attained through meetings with staff in other PD units and OLS, to gain expertise in subject matter training.  Using the most effective means of communication (i.e. meetings, telephone, or in writing), relay information to the SSM I to approve inclusion in training materials. <br>
· Conduct research related to acquisition rules, regulations and training subject matter by using the Internet and various State regulatory manuals, such as the SCM, SAM, etc. <br>
<br> 
PROGRAM DESIGN INTEGRATION<br>
Interview subject matter experts (SMEs) from PD staff and other State departments.  Assist in program design integration, by leading, facilitating or participating in task groups and conferring with private sector consultants to gather and compile information, using in-person or telephone contact, e-mail, online networking with Microsoft Office products (i.e. Word, Excel, and PowerPoint) or handwritten notes. <br>
· Lead, facilitate or participate in meetings with consultants, external agency representatives, PD officers and CalPCA staff to assist in developing, adapting, and integrating program development tools, such as statewide buyer competency models, certification qualifications, Learning Management System software, test and examination frameworks, survey methodologies. <br>
· Assist in developing, updating and maintaining elements and data in the CalPCA Learning Management System.

· Collaborate with consultants and other staff to evaluate effectiveness of adaptive models and program changes.

· Assist in assessing and reporting achieved benefits/efficiencies, such as improvements in outreach, coursework coordination, technological support and customer satisfaction. <br><br>
KNOWLEDGE AND ABILITIES <br><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> 

 <br>
Ability to: Reason logically and creatively and utilize a variety of analytical techniques to resolve complex governmental problems; develop and evaluate alternatives; analyze data and present ideas and information effectively both orally and in writing; consult with and advise immediate management, and 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>
<br> 
DESIRABLE QUALIFICATIONS <br>
· Proficiency with a personal computer, appropriate software and the Internet. <br>
· Experience with online instructional media, social media and learning management systems. <br>
· Experience in developing and presenting online or in-classroom training or education. <br> 
· Experience in procurement of goods and/or services. <br> 
· Write comprehensively and communicate effectively with individuals from varied experiences, perspectives and backgrounds, and all levels of management, including executive and peers, attorneys, and external customers

· Training methods, materials, course design and equipment. <br> 
· Trends and capabilities of management and control processes associated with goods and materials management

· Solicitation preparation and evaluation for goods/services/information technology. <br> 
· Suppliers, marketing conditions and research, terms, practices, and financing for goods/services/information technology acquisitions. <br> 
· State laws and procedures relating to procurement and contracts. <br> 
<br>
SPECIAL PERSONAL CHARACTERISTICS <br>  

· Demonstrable ability to act independently. <br> 
· Open-mindedness, flexibility and tact. <br> 
· Dependability; responsibility; positive attitude. <br>
· Readiness to lead and participate in teams. <br> 
· Capability to provide objective overview of situations. <br> 
· Willingness to accept challenges, handle multiple projects simultaneously. <br> 
· Capacity to effectively handle stress and deadlines. <br> 
<br> 
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES <br> 
· Professional office-appropriate business attire required.  <br> 
· Make presentations in front of large groups. <br>
· Frequent use of copiers, scanners, projectors; and general office & communication equipment. <br>
· Sitting and/or standing in position for extended periods. <br>
· Use of a handcart to transport documents and/or equipment up to 15-20 lbs., i.e. laptop computer, files, reference manuals, solicitation documents. <br>
· Occasional off-site training presentations within Sacramento and out-of-town within California that may require various transportation modes, i.e. airplane, taxi, car, etc. <br>



