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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

10293 -ORIM
ANALYST’S INITIALS

SM
DATE

7/27/15


	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

306-046-5393-004
	TENURE

 FORMDROPDOWN 
 
	TIME BASE

 FORMDROPDOWN 
 
	CBID

R01

	OFFICE OF

Risk and Insurance Management
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY

$4,600.00
TO
$5,758.00

	SEND APPLICATION TO:

Department of General Services
Office of Risk and Insurance Management
707 3rd Street, 1st Floor, Room 1-330
West Sacramento, CA 95605
Attn:  Rosa Bellamy
	REPORTING LOCATION OF POSITION

707 3rd Street, 1st Floor, West Sacramento, CA 95605
	

	
	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)  376-1662
	PUBLIC PHONE NUMBER

(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE

SSM ll
	FILE BY

8/6/15


	SELECTION CRITERIA  <br>
· SROA/Surplus employees are encouraged to apply. <br>
· Transfers, reinstatements, or recruitment from employment list may be considered. Consideration may be given to applicants on another Department’s employment list, provided the criteria are met to transfer 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>
Please Indicate RPA 10293 on the State application as well as your basis for eligibility (i.e., reemployment, reinstatement, or transfer) Applications received without the above information MAY NOT be considered for review. <br>
<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><br>
Under direction, the incumbent supports the NGS program by performing complex energy market analysis and monthly settlement operations. The incumbent is responsible for monthly accounting, reporting, and reconciliation; market trends analysis; supply/demand review and forward gas projection; and other administrative tasks.  The work is complex and innovative, and requires adaptability, professionalism, and resilience. The incumbent is expected to act with initiative and independence.

<br><br>
ESSENTIAL FUNCTIONS

<br><br>
ENERGY MARKET ANALYSIS: <br>
In order to develop fact-based market recommendations, the incumbent will: <br>
· Acquire, maintain, and review data from various sources and translate into consumable and usable information for

· understanding market fundamentals and its application to the Program. <br>
· Develop broad knowledge of portfolio and commodity management, marketing, and sales processes. <br>
· Leverage, manage, and build systems and databases that combine available market intelligence. <br>
· Compile data trends that provide insights which support business and other market assessments. <br>
· Lead or participate in the collection and analysis of fuels and carbon markets and competitive information to identify opportunities and programs to improve NGS operations and performance. <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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	ESSENTIAL FUNCTIONS (continued) <br>
· Compile data and complete analysis that identify and support margin and price configuration opportunities. <br>
· Examine buying trends in support of procurement and risk management plans. <br>
· Initiate controls audits for pricing compliance, performance review, and accountability. <br>
· Develop ad-hoc reports to support customer marketing and educational outreach. <br>
· Maintain and execute reports that currently reside outside of automated systems until they are fully integrated and automated (i.e., legacy system reports). <br>
· Compile chart studies, historic snapshots and other market analyses to help quantify market movements.

<br><br>
SETTLEMENT OPERATIONS: <br>
In order to ensure third party invoices are reconciled and processed in a timely manner, the incumbent will: <br>
· Perform monthly volume actualization, reconcile delivery statements against imbalances and pipeline entitlements, and ensure all month-end supply invoices tie to approved transaction confirmations. <br>
· Review contracts and tariffs to verify transport and distribution costs billed. <br>
· Monitor multiple control report data and identify, analyze, and resolve discrepancies and payment defaults. <br>
· Provide invoices and supporting documentation as necessary in response to internal/external requests. <br>
· Generate accurate cost allocations, billing statements, and data representations for each customer. <br>
· Understand and execute the NGS invoicing systems to produce and distribute customer invoices and the associated internal reports needed to support the financial operations of the Program. Coordinate with NGS service team and fiscal staff of ORIM, OFS, and the SCO in order to process timely payments. <br>
· Provide the NGS Program Manager with specified regular monthly summary reports of gas deliveries, fiscal transactions, and balances.
<br><br>
RENEWABLE AND NATURAL GAS SUPPLY MANAGEMENT: <br>
In order to support the use and management of alternatives and fossil fuel supply, the incumbent will: <br>
· Analyze the Program’s customer base, individual purchases, and load characteristics. <br>
· Work with NGS stakeholders to identify economic and environmental benefits of alternative fuel use. <br>
· Perform various margin and variance analysis to validate forecasts and explain deviations. <br>
· Oversee and ensure effective upkeep of projections database and supply models. <br>
· Manage supply renewal for appropriate natural gas customers. <br>
· Aggregate natural gas requirements to leverage purchasing power and minimize supplier margins. <br>
· Advise customers on available procurement strategies and associated cost/savings implications. <br>
· Stay abreast with industry developments and trends, including pricing and associated market analytics.

<br><br>
CUSTOMER SERVICE & DEVELOPMENT: <br>
In order to communicate the value of NGS participation to existing and potential customers, the incumbent will: <br>
· Learn the common data sets of the NGS Program and what the data represents, its characteristics, and how best to utilize this information to address customer needs. <br>
· Prepare and maintain periodic reports that are released to customer-base, describing fundamental drivers of the forecast and analyzing risks and impact potentials on the predictions. <br>
· Understand the relationship between commodity prices, transportation costs, and regulatory risks for the various market areas. <br>
· Stay abreast of news and understand pricing relationships for power plant fuel demand. <br>
· Respond to customer inquiries in a timely manner and provide research support and data management. <br>
· Communicate and resolve eligibility, contract, and participation issues. <br>
· Act as liaison between customers and gas utilities by direct communication with all parties, and when necessary, specific analysis and presentations, in order to assure fair and effective resolution. <br>
· Assess utility requirements for current and prospective customers. <br>
· Evaluate customers’ existing natural gas supply arrangement in relation to potential alternatives and prepare economic/savings analysis for prospective customers. <br>
· Develop marketing campaigns targeted to specific customer groups and end-use organizations. <br>
· Plan and deliver informational presentations and workshops in order to create successful transfer of Program and gas industry information. <br>
· Assess the need for and create informational materials (hardcopy and electronic) and maintain a library of those materials for general Program use. <br><br>
INDUSTRY RELATIONS: <br>
In order to sustain open communication networks with industry experts and resources, the incumbent will: <br>
· Communicate effectively with relevant gas industry personnel to support customer service efforts and clarify information for all aspects of customer gas service. <br>
· Assist with Request for Qualifications (RFQ) templates and development of supplemental supplier group. <br>
· Review bid analysis and educate stakeholders on offers and associated impact, from both a budget certainty (cost) and supply reliability (quality) standpoint.
<br><br>
MARGINAL FUNCTIONS<br><br>
PROGRAM DEVELOPMENT: <br>
· Maintain the NGS web page and update public description of Program features and operations. <br>
· Assist in the evaluation of proposed regulations, legislation, and new Program elements. <br>
· Assist in the development and maintenance of Program documents, forms, and other data retention efforts.
<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 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; and act as a team or conference leader; and appear before legislative and other committees. 

<br><br>
DESIRABLE QULAIFICATIONS:

<br><br>
SPECIAL PERSONAL CHARACTERISTICS: <br>
· A demonstrated interest in assuming increasing responsibility. <br>
· Mature judgment, tact, loyalty, and discretion. <br>
· Public speaking and presentation skills. <br>
<br>
INTERPERSONAL SKILLS: <br>
· Ability to gain and maintain the confidence and cooperation of those contacted during the course of work. <br>
· Ability to work closely with other program staff to ensure quality of services. <br>
· Ability to create and maintain effective employee, consultant, and customer relationships by providing timely, accurate

         responses.

<br><br>
ADDITIONAL QUALIFICATIONS: <br>
· Detailed knowledge of end-uses of natural gas. <br>
· Gas utility tariffs and rules governing natural gas services. <br>
· Knowledge of financial markets, especially energy futures markets and the various financial hedging products available

· for use with natural gas. <br>
· Knowledge of risk management practices and forms of risk analysis<br>


· Knowledge of qualitative and analytical research, quantification, and reporting methods; reporting tools, database concepts, and designs. <br>
· Experience with a wide range of state and other public sector organizations. <br>
· A detailed understanding of how public sector organizations purchase, account for, and use natural gas. <br>
· Experience with state contracts and interagency agreements for natural gas service. <br>
· Experience in energy marketing. <br>
· Basic public sector accounting concepts and principals. <br><br>
ADDITIONAL DESIRABLE QUALIFICATIONS: <br>
· Possession of a degree in physical sciences, accounting, economics, finance, business, or other field closely related to

   energy resources conservation and development. <br>
· Experience in utility administration, energy programs or projects dealing specifically with energy supply and demand

   analysis, energy policy analysis, economic forecasting, energy conservation, environmental protection, facility

   planning/construction, electric power systems regulation, energy resource systems or power plant systems research

   and development, and energy program budget analysis. <br>
· Knowledge of the principles of program evaluation and planning; energy policy analysis and formulation; Federal,  

   State, local government and private agencies involved in energy research and regulation; general provisions of Federal

   and State laws and regulations applicable to the construction and operation of utilities or the reduction of energy   

   consumption; general social and economic implications of energy demand forecasting and facility construction; recent

   research and development projects in the fields of electrical, nuclear, geothermal, solar and other energy sources;

   principles and procedures of environmental impact assessment and energy supply and demand forecasting.
<br><br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES REQUIRED TO PERFORM DUTIES:

<br><br>
WORK ENVIRONMENT: <br>
· Business attire appropriate to a professional office environment. <br>
· Frequent use of phone, computer, and related software at a workstation. <br>
· Daily use of general office equipment. <br>
· Occasional use of cell phone, projector, and laptop computer. <br>
· Occasional off-site and out-of-town travel within California to customer and industry meetings that may require the use of various transportation modes, i.e. airplane, car, taxi, etc.

<br><br>
PHYSICAL ABILITIES: <br>
· Ability to use a computer for extended periods of time. <br>
· Ability to draw from and add to program hardcopy files. <br>
· Ability and willingness to travel throughout California as required for personal contacts with customers.

<br><br>
MENTAL ABILITIES: <br>
· Ability to effectively handle stress while making decisions and meeting deadlines in a fast-paced work environment,

   with the assumption of multi-tasking as a matter of routine. <br>
· Ability to concentrate on detailed analytical assignments until successfully completed. <br>
· Ability to communicate effectively in both oral and written modes. <br>
· Ability to produce written communications in a professional manner and in accordance with accepted business

   practices, using courteous language and positive tone in all written communications so that anything composed

·    reflects a service-oriented philosophy. <br>
· Ability to use standard Microsoft applications such as Word, Excel, and Office. <br>
· Ability to learn new software applications as required. <br>


