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	EMPLOYMENT
       OPPORTUNITY
	1.  RPA #
[bookmark: Text1][bookmark: Text85]010245-OSP
15/16 FY
ANALYST’S INITIALS
NSW
DATE
10/05/15


	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
307-162-5157-XXX
	TENURE
Permanent
	TIME BASE
[bookmark: Dropdown4][bookmark: Text24]      
	CBID
R01

	OFFICE OF
[bookmark: Text88]State Publishing
	LOCATION OF POSITION (CITY or COUNTY)
[bookmark: Text71]Sacramento
	 SALARY


A:$2,945.00-$3,690.00
B:$3,189.00-$3,992.00
C:$3,824.00-$4,788.00


	SEND APPLICATION TO:
[bookmark: Text87]Office of State Publishing 
Administration Unit
344 North 7th Street
[bookmark: Text35]Sacramento, CA 95811
[bookmark: Text32]Attn:  Kevin Farley
RPA #010245-OSP
	REPORTING LOCATION OF POSITION
[bookmark: Text81]344 North 7th Street, Sacramento
	

	
	SHIFT AND WORKING HOURS
DAYS – 8:00AM to 4:30PM
	

	
	WORKING DAYS, SCHEDULED DAYS OFF
[bookmark: Text78][bookmark: Text79][bookmark: Text80]MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER
(916)  322-8333
	PUBLIC PHONE NUMBER
(   )     -    
	POST & BID FILE BY: 
Not applicable

	
	SUPERVISED BY AND CLASS TITLE
Kevin Farley, Staff Services Manager I
	17. FILE BY
10/14/15



	Please reference RPA # 010245-OSP and state your eligibility in examination title box  or the explanation section on  your State Application form (Std. 678) <br>
<br>
SELECTION CRITERIA - The selection criteria will be in the following order: <br> 
· SROA/Surplus eligibles will be considered prior to other recruitment methods. <br><
· Transfers, reinstatements, or recruitment from the employment list may be considered.  Consideration may be given to applicants who are on a DGS employment list or on another department’s employment list.  Transfer of list eligibility must meet the criteria to transfer the eligibility from the other department’s employment list to DGS’ employment list. <br><>
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. <br><
<br>
“Applicants may be subject to a fingerprint and/or background check.”<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>
The authorized duties are responsibilities to be accomplished and performed in accordance with the statutory directives of the Department of General Services (DGS) Office of State Publishing (OSP) Policy Manuals and the following published directives with the State statutory, regulatory, policy and procedural requirements; State Administrative Manual guidelines and regulations.<br>  
<br>
ESSENTIAL FUNCTIONS<br>
Contract Liaison/Coordinator <br>
Serve as a liaison between OSP, Procurement Division (PD), Office of Business Acquisitions Services (OBAS), Enterprise Technology Solutions (ETS), and/or vendor to ensure continuous service for all OSP programs:<br>
· Ensures the functionality of vendor services by reviewing, researching, and analyzing OSP service and commodity contract requests for accuracy, completeness, and compliance with PD, OBAS, and ETS’ requirements by comparing the requests to the requirements outlined on the DGS OBAS website. Also by attending meetings with OBAS on the most complicated contract requests.<br>
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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
Staff Services Analyst
	POSITION NUMBER
307-162-5157-XXX
	RPA NUMBER
010245-OSP 15/16FY

	FILE BY
10/14/15

	· Reviews and advises management on laws, rules and regulations pertaining to the procurement process by monitoring the development and keeping abreast of existing, new and changing legislation, documentation requirements, compiling data, running reports, etc.<br>
· Participates in purchasing related meetings and forums for the purpose of updating management and analyzing OSP service and commodity contract requests for accuracy and compliance.<br> 
· Acts as team leader to manage, monitor, and log all OSP contracts to ensure contract is renewed prior to expiration and adequate funding is available to cover anticipated work to be performed.<br>  
· Formulates procedures, policies, and program alternatives; makes recommendations on a broad spectrum of administrative and program-related contract problems by reading scopes of work, consulting with OBAS on the division of workload and meeting with program supervisors and management to fully understand the service or commodity need. <br>
· Provides consultative services to management in scope of work development by following OBAS established formats, meeting with program supervisors and management to fully understand the service or commodity need to maintain consistency and accuracy of services required. <br>
<br>
Expense Management <br>
In order to ensure accurate coding, posting, and tracking of all Office of State Publishing’s (OSP) operating expenditures, the incumbent will be responsible to perform the following:<br>
· Formulate procedures, policies, and program alternatives for the purpose of expense management by analyzing data collected through OSP accounting and management information system.<br>
· Provide consultative services to management on the proper and most descriptive methodology for selecting accounting codes for the purpose of tracking and budgeting expenditures.  <br>
· Conduct research and analysis of OSP financial reports to, in order to make recommendations to management reporting improvements, and error resolution.<br>
· Develop systems and data bases by researching, analyzing, and troubleshooting orders from a wide variety of requestors for the purpose of tracking expenditure status.<br>
· Analyze and reconcile fiscal year-end contract encumbrance reports to determine what contract amounts can be disencumbered or reduced in order to project the expenditures which will be applied to the current fiscal year. <br>
<br>
Requisitions <br>
Serves as OSP’s requisitions lead and subject matter expert responsible for the more technical and analytical coordination of OSP’s requisitions and procurement by:<br>
· Serving as liaison/lead in communicating with PD, OBAS, and vendors regarding commodity and service needs of OSP and answer questions in relation to proper bidding practices.<br>
· Researching and analyzing business needs and developing specifications as required for the services being performed.<br>
· Maintaining current knowledge of information needed in contract development, such as: Purchase Orders, Leveraged Procurement Agreements, Master Service Agreements, and Service Orders, etc.<br>
· Analyzing current trends of public/government purchasing practices to ensure all acquisitions are made in the best interest of the State of California by reviewing and implementing the requirements of the State’s Contracting Manual.<br>
· Advising other OSP requisitioners in the area of purchasing using leveraged agreements and assist in identifying and developing specifications for the most complex purchase of commodities.<br> 
· Defining problem areas and make decisions on complex financial and purchasing policy procedures.<br>  
· Analyzing raw material purchases and service contracting data in order to make recommendation on best practices of state contracting code.  <br>
· Preparing reports and making recommendations on the contracting out procedure policies and program alternatives.
· Receiving and analyzing Plant Requisitions for completeness, accuracy, coding, and compliance with procurement laws and processes. <br>
· Analyzing, evaluating, and awarding bids according to the specifications and bid criteria. <br>
<br>
Records Management <br>
In order to ensure compliance with the state’s mandated records management policies, the incumbent: <br>
· Serves as OSP’s Record Coordinator and subject matter expert/representative responsible for identifying all of OSP official state records, maintaining transfer lists, and training staff as requested by the Secretary of State’s California Record and Information Management (CALRIM) program. <br>
· Advises management on the collection, storage, and organization of electronic records by participating in developing a DGS electronic records management program.<br>
<br>
MARGINAL FUNCTIONS<br>
· Works closely with and serve as backup for budgeting, accounting, and requisition staff in the areas of reporting, billing, rates development, and purchasing.<br>
· Provides backup purchasing services for general plant wide operation.<br>
· Develops, creates, and implements user-friendly reports to collect data from invoice approvers for the purpose of tracking invoice status by utilizing Microsoft Access, Excel, and Word software.<br>
· Establishes procedures, processes, and techniques for data collection of timely responses from invoice approvers for the purpose of preventing invoice discrepancies and late payments.<br>
· Coordinates with OFS to ensure proper processing of invoices and purchase documents.<br>
· Reconciles farm out invoices for the purpose of timely payment by analyzing printed samples, delivery receipts and purchase estimates for accuracy and completeness. <br>
<br>
Overtime may be required due to job requirements such as but not limited to the Governor’s Budget, the Legislature and client obligations during peak period workloads.<br>
<br><b
KNOWLEDGE 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; and governmental 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; consult with and advise administrators or other interested parties on a wide variety of subject-matter areas; and gain and maintain the confidence and cooperation of those contacted during the course of work.<br>
<br>
REQUIRED QUALIFICATION:<br>  
· A Live Scan fingerprint check is required.<br> 
<br>
SPECIAL PERSONAL REQUIREMENTS<br>  
· Demonstrated ability to act independently, open-mindedness, flexibility and tact.<br>
· Willingness as a learner to do routine or detailed work in order to learn the practical application of administrative principles.<br>
· Willingness and ability to accept increasing responsibility.<br>
<br>
DESIRABLE QUALIFICATIONS <br>
Special Personal Characteristics<br>
· Knowledge of OSP production processes.<br>
· Working knowledge of the OSP Logic Print Management System.<br>
· Experience using Microsoft Suite Applications.<br>
<br>
Interpersonal Skills<br>
· Work cooperatively with all levels of staff.<br> 
· Communicate effectively and cooperatively with all staff including staff in a noisy production area.<br>
· Interact with others in ways that are friendly, courteous, tactful, and respectful of individual and cultural differences, attitudes, and feelings of others.<br>
· Work cooperatively and collaboratively with others to achieve goals by sharing or integrating ideas, 
             knowledge, skills, information, support, resources, responsibility, and recognition.<br>
· Promote teamwork and be proficient as a team member with all OSP units.<br>
· Understand and follow OSP, DGS, and unit office rules, policies and procedures at all times.<br>
· Understand written and verbal instructions and communication.<br>
[bookmark: OLE_LINK1]<br>




WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES<br>
Work Expectations:<br>
· Demonstrate ability to act independently with open-mindedness, flexibility, tact and with minimal supervision.<br>
· Ability to maintain a positive perspective in a fast-paced work environment subject to many schedule changes and short notice activity.<br>
· Develop, maintain, and update customized database applications.<br>
· Utilize appropriate resources and tools to measure variable data as part of the OSP publishing process.<br>
· Develop, evaluate, and implement database calculations, formulas, and methodologies.<br>
· Select, access, and use necessary information, data, and communication related technologies, such as basic personal computer applications, telecommunications equipment, Internet, electronic calculators, voice.<br>
· Ability to handle multiple tasks, be creative, and handle rapidly changing priorities.<br>
· Arrive to work on time and is fully accountable for working an eight-hour day.<br>
· Maintain a demonstrative pattern of good attendance. <br>
· Maintain a clean and organized workspace. <br>
· Come to meetings fully prepared, including handouts for distribution when appropriate. <br>
· Comply with appropriate program and office policies. <br>
· Attend all mandatory training as required per departmental guidelines. <br>
· OSP will not tolerate violence, sexual harassment, or discrimination in the workplace.<br>
· Work overtime as needed to meet work commitments.<br>
<br>
Physical Abilities:<br>
· Frequent use of a computer and telephone at a workstation.<br>
· Walking, standing, stooping, sitting, reaching, and lifting.<br>
· Twisting, turning, kneeling, bending, squatting, crouching, grasping, and making repetitive hand movements in the performance of daily duties.<br>
· Work environment involves minimal exposure to unusual elements such as dust, fumes, and unpleasant odors.<br> 
· Require ability to physically navigate through a large production area.<br>
<br>
Mental Abilities:<br>
· Requires ability to effectively handle stress and meeting deadlines. (Inherent in this position are a wide variety of responsibilities, interruptions, changing client requirements, problems from within and outside the plant, and the need for accuracy within deadlines.<br>
· Make sound, rational judgments and decisions independently.<br>
· Work well under pressure.<br>
<br>
Safety:<br>
Follow all OSP safety rules and procedures:<br>
· Promote safe work practices by all employees.<br>
· Promote a safe working environment for all employees.<br>
· Do not attempt to operate equipment, use a tool or materials until you have been trained and authorized.<br>  
· Do not perform a new task until the associated safety hazards and methods to protect yourself have been explained to you.<br>
· Never alter or modify original tools or equipment. Make sure you know how to properly use and take care of any required protective equipment. Make sure you use your equipment when it is required.<br>
· Keep your work area organized and as clean as possible maintaining good housekeeping procedures at all times.<br>
· If you see a safety hazard, inform your co-workers, and notify your supervisor immediately. “Close calls” or “near misses” will be reported to your supervisor; close calls and near misses are accidents that almost injure someone including yourself.<br>
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