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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

10355-PROC
ANALYST’S INITIALS

smt
DATE

8/17/15


	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

306-507-5393-xxx
	TENURE

 FORMDROPDOWN 
      
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R01

	OFFICE OF

Procurement Division
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY

$4,600.00
 - 
$5,758.00

	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

Jim Butler, Deputy Director
	FILE BY

8/24/15

	For recruitment purposes, the Staff Services Analyst (SSA) classification will be considered and duties will be adjusted accordingly.  Please provide a copy of the SSA transfer exam. <br><
br> For a complete duty statement please email darlene.mccormick@dgs.ca.gov<br>
<br>

SELECTION CRITERIA: Please reference RPA #10355 on your application. <br>
· SROA/Surplus employees are encouraged to apply.

· 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> 

<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>
Scorecard Program<br>

<br>
In order to provide the Procurement Division’s (PD) Deputy Director and Branch Chiefs with a periodic assessment of how well the division is progressing toward achieving its strategic goals, the incumbent will: <br>
· Design an organizational scorecard strategy map that outlines the 4 major perspectives in the division’s development (Financial, Customer Relationships, Internal Processes, and Learning & Growth). <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 CONDTION, MILITARY OR VETERAN STATUS, NATIONAL ORIGIN, POLITICAL AFFILIATION, RACE, RELIGIOUS CREED, SEX (INCLUDES PREGNANCY, CHILDBIRTH, BREASTFEEDING AND RELATED MEDICAL CONDITIONS), AND SEXUAL ORIENTATION. (  IT IS THE OBJECTIVE OF THE STATE OF CALIFORNIA TO ACHIEVE A DRUG FREE WORK PLACE.  ANY APPLICANT FOR STATE EMPLOYMENT WILL BE EXPECTED TO BEHAVE IN ACCORDANCE WITH THIS OBJECTIVE BECAUSE THE USE OF ILLEGAL DRUGS IS INCONSISTENT WITH THE LAW OF THE STATE, CIVIL SERVICE RULES, AND A SPECIAL TRUST PLACED IN PUBLIC SERVANTS.

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

306-507-5393-xxx
	RPA NUMBER

10355-PROC 
	FILE BY


8/24/15

	ESSENTIAL FUNCTIONS cont. <br> 
<br>
· Perform a Strengths, Weaknesses, Opportunities and Threats (SWOT) analysis to identify the strengths, weaknesses, opportunities, and threats to achieving success in the current and predicted environment. <br>
· Using the strategy map, independently plan, develop, and evaluate the division’s operational scorecard. Collaborate with management in establishing the proper strategic objectives, identifying measures, linking objectives to measures, and setting targets. <br>
· Assess the cause and effect and the interdependent relationship that exists between objectives and measures within and across each perspective. <br>
· Develop data capture tools and methods to analyze performance data, identify performance trends, forecast projections, and report outcomes. The reporting of outcomes and projections will be accomplished through oral and written presentations using Microsoft Word, Excel, and PowerPoint. <br>
· Provide ongoing technical assistance to the Deputy Director and Branch Chiefs on performance reporting and monitoring as it pertains to SB/DVBE goals, metrics for savings from the Contract Management Units, and Non-Competitive Bid (NCB) approvals. <br>
· Oversee the management and maintenance of the division’s SharePoint site.<br>
<br>
Management & Business Operations Analyst<br>
<br>
· Employ advanced analytical techniques to identify strategies that will improve the efficiency of internal administrative and organizational operations. Adapt existing analytical methods and techniques to specific issues and develop new and innovative approaches to resolve complex organizational problems and issues. <br>
· Provide consultative direction to management and staff on the most complex operational, organizational, and administrative issues. <br>
· Identify and recommend new technologies, systems, processes and tools for achieving performance and strategic goals/objectives. <br>
· Contribute to the development and formulation of the division’s corporate strategy and long term business plans; formulate strategies and recommend improvements to current business plans, policies, and procedures. <br>
· Provide ongoing analytical support to assist management with tactical and strategic decision making processes.

· 
Assist the Research Program Specialist in translating raw data into strategic initiatives and key performance indicators. <br>
· Lead and facilitate multidisciplinary teams in complex and/or enterprise-wide projects that support the division’s and the department’s strategic goals. <br>
· Develop reports and formulate recommendations based on findings to serve as the basis for new administrative systems, processes, policies and guidelines. <br>
· Respond to ongoing division, department, and customer needs for information regarding division wide initiatives and policies. <br>
· Act as a liaison to the division’s policy and external communications units. <br>
<br>
Issue Papers & Briefing Documents<br>
<br>
· Independently prepare a variety of comprehensive status reports, management summaries, and high-level issue papers that identify problems and issues that are of concern to the division and the department.  The report development process entails researching evidence, citing facts and data that support the division’s perspective, analyzing plausible alternatives and providing recommendations to management. <br>
· Assist the Deputy Director and Branch Chiefs in developing policy briefs by researching and providing empirical data that supports the rationale for selecting a solution or particular course of action. <br>
<br>
Administrative Support<br>
<br>
· Respond to sensitive correspondence and telephone calls from the DGS Executive Office, Agency, Governor’s Office, and high-level officials from other state departments, as well as local and federal agencies. <br>
· Coordinate meetings, develop agendas, and maintain confidential and administrative files.
<br>
Marginal Functions<br>
<br>
· Analyze the legal, policy, operational, and fiscal implications of legislation, both independently and in collaboration with subject-matter experts in PD programs, Office of Legislative Affairs, and budget office managers. <br>
· May assist in the development and review of Budget Change Concepts and Budget Change Proposals. <br>
ESSENTIAL FUNCTIONS (Continued) <br>
<br>
· Perform other tasks and assignments commensurate to the AGPA classification<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, act as a team or conference leader; and appear before legislative and other committees. <br>
<br>
DESIRABLE QUALIFICATIONS <br>
· Ability to give high attention to detail, exercise good judgment, and make timely and effective decisions. <br>
· Excellent problem solving skills. <br>
· Experience interpreting complex laws, rules, and regulations. <br>
· Ability to draw logical conclusions and make sound policy recommendations. <br>
· Proven ability to develop coalitions and lead cross-functional teams. <br>
· Excellent computer skills, including use of Internet and email. <br>
· Strong visual presentation graphics skills. <br>
· Knowledge of computer databases, spreadsheets, and word processing. <br>
· Excellent communication and customer service skills. <br>
· Excellent writing skills. <br>
· Ability to maintain a high level of confidentiality. <br>
· Willingness and ability to accept increasing responsibility. <br>
· Ability to work well in a fast-paced environment. <br>
· Ability to apply analytical methods and techniques to issues or studies concerning the efficiency and effectiveness of internal and administrative operations, organizations and management. <br>
· Fundamental understanding of the Completed Staff Work process. <br>
<br>
SPECIAL PERSONAL CHARACTERISTICS <br>
<br>
· Demonstrated ability to act independently; initiative; flexibility; and tact. <br>
<br>
INTERPERSONAL SKILLS <br>
<br>
· Ability to confer and resolve issues without confrontation. <br>
· Ability to lead and coach others. <br>
· Ability to communicate effectively by speaking and writing in a clear and concise manner. <br>
· Ability and willingness to develop and foster relationships with all levels. <br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES <br>
<br>
Work Environment<br>
· Adapt to a professional office environment. <br>
· Daily and frequent use of a personal computer, utilizing a variety of office software applications. <br>
<br>
· Physical Ability<br>
· The job duties require an employee to sit for long periods of time. <br>
<br>
Mental Ability<br>
· Understand written and verbal communication. <br>
· Apply proper judgment and understanding to carry out instructions furnished in written, oral, or diagram form. <br>
· Requires the ability to manage stress and meet deadlines effectively (requires an individual with demonstrated success in these areas and no history of difficulty maintaining performance under stress). <br>



