	
	EMPLOYMENT

       OPPORTUNITY
	RPA #

10550-EXEC
ANALYST’S INITIALS

IWS
DATE

10-29-15


	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 (SUP)
	POSITION NUMBER
719-904-4800-001
	TENURE

PERMANENT 
	TIME BASE

FULL TIME 
	CBID

S01

	OFFICE  OR BRANCH 
RESD/Executive Administration Unit
	LOCATION (CITY or COUNTY)

707 3rd Street, West Sacramento 
	MONTHLY SALARY *
$5,311
To

$6,598

	8. SEND APPLICATION TO:

Office of Executive Administration
707 3rd Street 5th floor
West Sacramento, CA 95605
Attn:  Gloria Toscano
	WORKING DAYS AND HOURS

Mon - Fri,  Days – (8:00 am – 5:00 pm - negotiable)
	

	
	PUBLIC PHONE NUMBER

(916) 443-9819
	CALNET NUMBER


	

	
	SUPERVISED BY AND CLASS TITLE
Staff Services Manager I
	FILE BY

11-16-15


	PLEASE REFERENCE RPA 10550  AND THE BASIS OF YOUR ELIGIBILITY ON THE APPLICATION<br>
<br>
SELECTION CRITERIA - - <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>
The Department of General Services’ (DGS) Core Values and Expectations of Supervisors and Managers 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 managers and supervisors are to adhere to the Core Values and Expectations of Supervisors and Managers, and to exhibit and promote behavior consistent with those values and expectations. <br> 

<br>
All work is accomplished in accordance with the laws, rules, regulations, and/or guidelines of the Department of Personnel Administration (DPA), State Personnel Board (SPB), Department of Finance (DOF), State Controller’s Office (SCO), Federal and State laws (i.e. Americans with Disabilities Act, Family Medical Leave Act, etc.), Bargaining Unit Agreements, the Public Employees Retirement System, CalOSHA, the Department of General Services (DGS), RESD and the Executive Administration Unit (EAU). <br>
<br>
ESSENTIAL FUNCTIONS<br>
In order to manage, organize, and/or oversee hiring and recruitment activities following the guidelines listed above, the incumbent: <br>
· Leads Personnel Liaison on recruitment and selection alternatives to management and staff by keeping informed on current guidelines and consulting with RESD managers and supervisors, and the Office of Human Resources (OHR) as needed. <br>
· Guides and conducts internal interview processes, evaluating and recommending candidates by considering appropriate options for filling vacancies (i.e., SROA/surplus, certification lists, transfers, training and development assignments, and reinstatements), and ensuring appropriate approvals are obtained. <br>
· Develops, or assists supervisors, managers and staff in developing essential functions duty statements by meeting with subject matter experts to develop task statements and compose tasks into the OHR’s preferred format. <br>
· Coordinates with the Selection Unit and Branch Chiefs to meet RESD exams needs for each fiscal year and on an ongoing basis considering current and projected vacancies, recruitment issues, identifying inadequate lists, list/appointment expiration dates, and promotional candidate groups. <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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	CLASS TITLE

Staff Services Manager I (SUP)
	POSITION NUMBER

719-904-4800-001
	RPA NUMBER

10550-EXEC
	FILE BY


11-16-15

	In order to promote a supportive environment for employees and managers, the incumbent: <br>
· Leads the coordination of a variety of programs/benefits (i.e., Family Medical Leave Act, Return-To-Work, Industrial/Non-Industrial Disability, Catastrophic Leave, Leave of Absences, etc.) by researching and discussing alternatives with managers, supervisors, staff and appropriate departmental staff. <br> 

<br>
In order to manage, organize, and oversee RESD training, career development and upward mobility activities following the guidelines listed above, the incumbent: <br>
· Directs staff in coordinating group and individual training activities for RESD staff, in liaison with BPM Training Coordinators, by guiding staff in scheduling and announcing classes, contacting vendors and enrolling employees, arranging payments, providing enrollment confirmations and cancellations and maintaining training records. <br>
· Approves Calcard payments by reviewing Calcard payment information, invoices and training requests to ensure payments are reconciled and submitted per Calcard and Office of Fiscal Services (OFS) guidelines. <br>
· Promotes departmental training for upward mobility and career development purposes by counseling employees and supervisors on appropriate classes and encouraging staff participation. <br>
· Ensures mandatory training requirements are met by assisting managers and supervisors in assessing and identifying training needs and coordinating schedules. <br>
· Oversees updating of employee training histories in ABMS by monitoring entry of data from class attendance lists and completed training request forms. <br> 

<br>
In order to inform management of current human resources and training issues, the incumbent: <br>
· Directs staff to develop management reports and special projects in response to budget, vacancy or layoff drills, requests for staffing reports, and other management requests using ABMS, State Controller’s Office (SCO) listings, Schedule 8 reports, and other resource material as needed. <br>
· Informs and responds to questions from management, supervisors, and line staff in response to human resources related policy and procedure changes by reviewing and evaluating how the changes will impact RESD staff and implementing the changes as needed. <br>
· Identifies human resources related issues or discussion items for proposed procedure or policy changes by presenting needed changes to the Human Resources Operations Advisory Group meeting for consideration of the Human Resources Policy Advisory Group. <br> 
<br>
In order to oversee and maintain a safe work environment and to prepare RESD staff for emergencies, the incumbent: <br>
· Directs staff in the development the RESD emergency plan in coordination with the DGS Health and Safety Officer by selecting, training, evaluating and providing feedback on emergency activities and ensuring rosters and procedures are up-to-date and posted. <br>
· Supports the RESD Safety Coordinator in directing the activities of building occupants during an emergency until the arrival of fire or police personnel by serving as a liaison between the building staff and the Floor/Zone Wardens and following DSG Emergency Procedures. <br>
· Promotes a safe and secure work environment that has zero tolerance for violence, threats, harassment or intimidation by making referrals to the DGS Health and Safety Officer or reporting incidents immediately to law enforcement. <br>
· Directs the RESD Safety Coordinator in assisting the DGS Health and Safety Officer in developing preventative programs by gathering and analyzing injury reports and preparing required RESD CalOSHA reports yearly. <br> 

· Promotes safety training classes (First Aid, AED) by informing RESD staff of available safety training and encouraging participation. <br>
· Coordinates ergonomics evaluation requests by making referrals to ORIM for evaluation through the Training for Trainers program. <br>
<br>
In order to lead the Human Resources Training Unit in operating effectively and to fulfill its mission, the incumbent: <br>
· Develops goals and objectives for Human Resources Training Unit by assessing, anticipating and identifying the needs of RESD and HRTU’s role in meeting those needs using various resources such as the strategic plan, customer surveys, and management requests and feedback. <br>
· Plans day-to-day operations to institute and maintain a fair distribution of workload by utilizing effective management skills/tools in organizing, training staff, taking corrective action and directing the work activities of staff. <br> 

· Participates with the Executive Unit to develop the RESD strategic plan by evaluating and identifying RESD needs and developing goals and objectives to meet those needs. <br>
· Maintains an efficient and cost effective workplace by directing staff in the appropriate use of information technology systems, energy efficiency, proper use of telephones, operation and appropriate use of office equipment, recycling and confidential destruction policies, etc. <br> 

· Keeps up-to-date RESD and DGS activities by attending Executive Unit meetings, ABMS Forums, RESD Branch Management team meetings, Health and Safety meetings, Quarterly Training Meetings, Human Resources Operations Advisory Group, OHR as needed, and etc. <br>  

<br>
In order to report staff time accurately to SCO for issuance of correct payroll warrants and/or to accurately report to the OFS the billing of services for clients through the use of the Project Accounting & Leave (PAL) system in accordance with the listed guidelines, the incumbent: <br>
· Grants or denies employee requests for time off or requests to work overtime by evaluating staffing levels and workload needs. <br>
· Verifies employees have sufficient leave credits available for the request for time off by reviewing balances in PAL and manually tracking as needed. <br>
· Verifies time is charged to the correct alias by verifying that PAL time is entered under the correct alias by comparing against the alias listing or through clarification of budget staff. <br>
· Corrects PAL balances by entering, or directing entry, of employee’s time in the PAL system including time charged to projects, leave usage, dock, NDI, AWOL, etc. <br>
· Ensures SCO payroll warrants are accurate by entering and approving PAL time for dock or AWOL on or before the designated SCO semi-monthly or monthly payroll cut-off date. <br>
· Facilitates the correct issuance of SCO warrants returned to SCO for late dock, issuance of correct overtime pay due to an employee and proper billing to clients for services rendered by approving or disapproving PAL entries for employees within three working days after the completion of the pay period. <br>  
<br>
MARGINAL FUNCTIONS<br>
Oversees check disbursements to all RESD staff, including payroll, travel expense, and miscellaneous checks, by ensuring pick-up, sorting, special pulls, delivery, sign-out, copying, mailing, maintaining reference files, and researching and tracking as needed following OFS and Business Services Office guidelines. <br>
<br>
Ensures the validity of RESD staff information in the State telephone directory by directing the RESD liaison/coordinator in updating RESD information through computer files updates to the Telecommunications Division. <br>
<br>
KNOWLEDGE AND ABILITIES<br>
Knowledge of: Principles, practices, and trends of public and business administration, including management and supportive staff services such as budget, personnel, management analysis, planning, program evaluation, or related areas; principles and practices of employee supervision, development, and training; program management; formal and  informal aspects of the legislative process; the administration and department's goals and policies; governmental functions and organization at the State and local level; department's Equal Employment Opportunity Program objectives; and a manager's role in the Equal Employment Opportunity Program. <br>



	CLASS TITLE

Staff Services Manager I (SUP)
	POSITION NUMBER
719-904-4800-990
	RPA NUMBER
8291- EXEC
	FILE BY
11-16-15

	<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; review and edit written reports, utilize interdisciplinary teams effectively in the conduct of studies; manage a complex Staff Services program; establish and maintain project priorities; develop and effectively utilize all available resources; and effectively contribute to the department's equal employment objectives. <br>
<br>
DESIRABLE QUALIFICATIONS<br>
· Experience with the Department of Personnel Administration’s classifications specifications, allocation factors, laws and rules. <br>
· Experience with Government Code interpretation as related to personnel actions, etc. <br>
· Experience with the State Personnel Board’s Selection processes, laws and rules. <br>
· Experience with the Department of Personnel’s Labor Relations processes. <br>
· Experience with the State Controller’s Office processes and guidelines. <br>
· Experience in the DGS Equal Employment Opportunity program. <br>
· Ability to work independently and take initiative to improve/create processes and systems. <br>
· Ability to use good judgment and take effective action. <br>
· Ability to work in high stress situations. <br>
· Experience in writing essential functions duty statements, procedures, manuals, and reports. <br> 

· Excellent analytical and problem solving skills. <br>
· Excellent verbal and written communication skills. <br>
· Effective skills in using Microsoft Word, Outlook, Excel, Access, Visio, ABMS, PAL. <br>
<br>
SPECIAL PERSONAL CHARACTERISTICS<br>
· Experience in human resources related work. <br>
· Positive attitude, open-mindedness, flexibility, tact. <br>
· Commitment to quality customer service. <br>
· Willingness to accept increasing responsibility. <br>
· Dependable, punctual, well-organized and detail oriented. <br>
· Mature judgment, loyalty, poise, tact and discretion. <br>
<br>
ADDITIONAL QUALIFICATIONS<br>
· Experience in analyzing and interpreting laws, rules, and regulations. <br>
· Maintain confidentiality of sensitive, human resources related work. <br>
<br>
INTERPERSONAL SKILLS<br>
· Communicate confidently and courteously in a diverse community. <br>
· Ability to work well with a team or independently. <br>
<br>
WORK ENVIRONMENT, PHYSICAL, OR MENTAL ABILITIES<br>
· Appropriate attire for professional office environment. <br>
· Effectively manage multiple and conflicting priorities and meet mandated timelines. <br>
· Daily use of a PC and related software applications at a workstation. <br>



