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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

10282-PROC
ANALYST’S INITIALS

smt
DATE

12/23/15


	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

306-520-5157-xxx
	TENURE

 FORMDROPDOWN 
 
	TIME BASE

 FORMDROPDOWN 
 
	CBID

R01

	OFFICE OF

Procurement Division
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY

$2,945
To
$4,788 

	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

Renata Rasberry, Sr. EDP Acquisitions Specialist (Supervisory) 
	FILE BY

1/4/16


	For a complete duty statement please email darlene.mccormick@dgs.ca.gov 
<br><br>
SELECTION CRITERIA: Please reference RPA #10282 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 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>
In order to meet the purchasing needs of the State of California, analyze and review State department requests for Non-IT Services and Non-IT Goods contract justifications for purchases under the provisions of the Non-Competitively Bid (NCB) process, the incumbent: <br>
· Reviews NCB requests submitted by state contracting departments for completeness, accuracy, and adherence to procurement requirements, including the statutory provisions for a NCB. <br>
· Formulates recommendations for management based on the merits of the NCB to either approve or deny the request.<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

306-520-5157-xxx
	RPA NUMBER

10282-PROC 
	FILE BY


1/4/16

	ESSENTIAL FUNCTIONS cont. <br> 
· Communicates regularly with requesting departments, PD management and OLS staff both orally and in writing regarding matters related to NCB requests, including requesting additional information to complete analysis of NCB Justification.  <br>
· Participates in meetings with contracting officials, DRU Manager and staff, and DGS legal counsel to assist in decision making. <br>
· Develops written reports and statistical data analysis, under the direction of senior staff, related to Non-IT Service and Non-IT Goods NCBs for DGS management. <br>
· Provides policy and procedural recommendations to management on trends in order to streamline and improve the NCB process.
<br><br>
In order to provide customer service in the processing of Public Records Act requests (PRA), acts as a liaison to public and private sector requests for public records via meetings, conversations, or written correspondence with requestors, division staff and legal counsel, the incumbent: <br>
· Conducts reviews of PRA requests from PD staff and clients and establishes response schedules in accordance with DGS policy to meet deadlines. <br>
· Conducts research by accessing GC and departmental policies to resolve issues related to responding to PRAs, including requests involving other State agencies and governmental entities and prepares written recommendations for the Dispute Resolution manager. <br>
· Gathers and compiles documents, information, and decisions for the DGS, Office of Legal Services’ review to interpret and fulfill requests in accordance with DGS and PD policy as required. <br>
· Develops reports, updates SharePoint, creates tracking mechanisms, maintains PRA desk operating manual and creates training materials to provide historical audit information, operational planning information and lessons learned materials for division staff. <br>
· Obtains, compiles, reproduces, and transmits records in response to PRA requests from State agency’s legal counsel or other requestors. <br>
· Processes requestor invoices and receives payments.
<br><br>
In order to ensure continuous improvement of the NCB program, the incumbent: <br>
· Develops and documents the NCB evaluation process and related desk manual. <br>
· Provides guidance on the NCB process as requested by executive management, other departments, and other PD operations. <br>
· Develops and/or analyzes and recommends improved tools and techniques to enhance the NCB program by conducting research on new systems and/or software capabilities and staying current with new technology features.<br>
· Interprets legislation and provides advice and guidance on legislative changes, regulatory changes, and policies and/or procedures that impact NCB requests.
<br><br>
In order to conduct trend analysis studies under the direction of unit manager for the Procurement Division and provide advice concerning management of NCB processing, utilizing numerous analytical techniques to develop solutions to operational problems and the development of alternative solutions as they may pertain to contracting, the incumbent: <br>
· Performs analytical studies and gather data for reports to the Director and Deputy Directors concerning purchasing operations of State agencies. <br>
· Assists with formulation of policy and procedural changes that are most responsive to the NCB process. <br>
· Assists the California Procurement and Contracting Academy (CalPCA) in developing and revising curricula to provide professional development courses and seminars to contracting professionals for the NCB process.
<br><br>
MARGINAL FUNCTIONS<br>
· Provide customer assistance and training in utilizing the DGS web page for all contracting related information. <br>
· Perform the duties of Enrollment Coordinator for the CalPCA unit. <br>
· Maintain proper monthly inventory of office supplies. <br>
· Maintain the PTCS Branch Phone List.  

<br><br>
KNOWLEDGE, SKILLS 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; and governmental functions and organization. <br><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; 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>
DESIRABLE QUALIFICATIONS<br>
· Ability to adequately plan and complete multiple assignments at the same time that are in various stages of completion. <br>
· Ability to work independently and in teams. <br>
· Ability to write comprehensively, communicate with all levels of management, including executive and peers, attorneys, and external customers. <br>
· Desire to learn and work in a team environment. <br>
· Maintain good attendance. <br>
· Possess good written and oral communication skills. <br>
· Use independent judgment and discretion. <br>
· Interact professionally with students and CalPCA instructors to provide appropriate and timely responses to inquiries and concerns regarding enrollment.

<br><br>
SPECIAL PERSONAL CHARACTERISTICS<br>
· Willingness and ability to accept increasing responsibility. <br>
· Dependable; responsible; positive attitude. <br>
· Display mature judgment, tact and discretion in all matters. <br>
· Excellent customer service skills. <br>
· Ability to effectively handle stress and deadlines.

<br><br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES<br>
· Professional office environment, appropriate business attire required. <br>
· Function effectively in an automated environment. <br>
· Daily use of phone, fax, copiers and general office and communication equipment. <br>
· Occasional use of laptop computer. <br>
· Frequent use of computer and related software applications and the Internet at a workstation. <br>
· Sitting in a seated position for extended periods of time. <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.



