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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

OAH - 10403
ANALYST’S INITIALS

KJM
DATE

09/18/15


	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 Manager I 
	POSITION NUMBER

306-659-4800-xxx
	TENURE

 FORMDROPDOWN 
      
	TIME BASE

 FORMDROPDOWN 
      
	CBID

S01

	OFFICE OF

Administrative Hearings
	LOCATION OF POSITION (CITY or COUNTY)

Sacramento
	 FORMDROPDOWN 
 SALARY

$5,311
TO
$6,598
     

	SEND APPLICATION TO:

     
Office of Administrative Hearings
2349 Gateway Oaks Drive, Suite 200
Sacramento, CA 95833
Attn:  Samantha Alfonso
	REPORTING LOCATION OF POSITION

2349 Gateway Oaks Drive, Suite 200
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 8:00am – 5:00pm
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916)  263-0550

	

	
	SUPERVISED BY AND CLASS TITLE

Division Presiding Administrative Law Judge
	FILE BY

09/30/15


	<br>

<center><a href="http://www.dgs.ca.gov/oah/Home.aspx">

<img src="http://www.dgs.ca.gov/Portals/34/oah-2013-blue.png" alt="OAH" style="width:560px;height:96px;border:0;">

</a></center>

<br>

<br>

This is a job announcement for the General Jurisdiction Division, Office of Administrative Hearings located in Sacramento, conveniently located off Interstate 5 with free parking.  If interested in this position, please submit a completed employment application, STD. 678, and résumé to the above address.<br>
<br>
Specify <b>RPA #10403</b> on the State application as well as your basis for eligibility (i.e., SROA, surplus, reemployment, reinstatement, transfer, or list eligible) in the explanations box on the application.  If eligibility based on employment list, please submit a copy of exam results and exam score.  Surplus candidates must attach a copy of their letter.  Applications received without the above information MAY NOT be considered for review. <br>
<br>
The Department of General Services (DGS) and the Office of Administrative Hearings’ (OAH) Core Values and Employee Expectations are key to the success of OAH’s Mission.  That mission is to “provide a neutral forum for fair and independent resolution of administrative matters, ensuring due process and respecting the dignity of all.”  DGS/OAH 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>
<b>ESSENTIAL FUNCTIONS OVERVIEW</b><br>
Under the direction of the Division Presiding Administrative Law Judge (DPALJ), the Staff Services Manager I (SSMI) is responsible for supervising and providing general direction to a regional office staff in the General Jurisdiction (GJ) Division. <br>
<br>

<center><b>For a complete Duty Statement, please click below:<br>
<a href="https://app.box.com/s/94anqgzwkrnuksvuru9l4xoch1bvok79">SSMI Duty Statement</a></center></b><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.


	 CLASS TITLE

Staff Services Manager I 
	POSITION NUMBER

306-659-4800-xxx
	RPA NUMBER

OAH - 10403 
	FILE BY


09/30/15

	<br>
<b>DESIRABLE QUALIFICATIONS: </b> <br>
· Demonstrated experience writing policies, procedures, issue papers and reports. <br>
· Strong and proven writing skills. <br>
· Skilled in program/project management in a team environment. <br>
· Excellent written and verbal communication skills. <br>
· Excellent organization and research skills with attention to detail. <br>
· Ability to work well with changing assignments and priorities. <br>
· Familiarity and sensitivity to the priorities, missions and goals of the Department of General Services, Office of Administrative Hearings, and the General Jurisdiction Division. <br>
<br>
<b>SPECIAL PERSONAL CHARACTERISTICS: </b> <br>
· Demonstrated ability to act independently, open-mindedness, flexibility and tact. <br>
· Demonstrated ability to maintain confidentiality. <br>
· Dependability and excellent attendance record. <br>
<br>
<b>INTERPERSONAL SKILLS: </b> <br>
· Ability to work and communicate confidently and courteously with a wide variety of people and personality types. <br>
· Demonstrated interest in assuming increasing responsibility. <br>
· Mature judgment, loyalty, tact and discretion. <br>
· Ability to work well with a team or independently. <br>
<br>
<b>WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES: </b> <br>
· Office environment, business dress according to office policy. <br>
· Requires ability to effectively handle stress and deadlines in a fast-paced legal work environment. <br>
· Daily use of personal computer and related software applications at a work station. <br>
<br>
<b>SELECTION CRITERIA</b><br>
· SROA/Surplus employees are encouraged to apply. <br>
· All methods of appointment may be considered, including recruitment from the employment list, transfers, and reinstatements.  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.  In order to help process your application, please submit a copy of your examination results.  You can find your results at www.jobs.ca.gov. <br>
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. <br>
· If selected for an interview, candidates may be required to perform a writing exercise or other computer-based task as part of the selection process. <br>
<br>
<b>NOTE: </b>  All applicants must meet the minimum qualifications for the classification in order to be eligible for appointment or transfer to the position.  Your application must clearly demonstrate how your experience meets those qualifications.  To view the minimum qualifications listed in the Class Specification, click below: <br>

<br>

<center><b><a href="http://www.calhr.ca.gov/state-hr-professionals/pages/4800.aspx/">SSMI Minimum Qualifications</a></center></b><br>



