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	EMPLOYMENT

       OPPORTUNITY
	RPA  10591-EOSU
ANALYST’S INITIALS
der
DATE

10/26/15


	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, Limited Term 6 months
	POSITION NUMBER

306-630-5157-970
	TENURE

LIMITED TERM  6 MONTHS
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R01

	OFFICE OF

Office of Sustainability
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento, CA  
	 FORMDROPDOWN 
 SALARY

$2,945
to
$4,788


	SEND APPLICATION TO:

Department of General Services
Attn: Yvonne Newton, Executive Office

707 Third Street, 8th Floor

West Sacramento, CA  95605


	REPORTING LOCATION OF POSITION

707 Third Street, 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)  376-5025
	PUBLIC PHONE NUMBER

(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE

Esteban Almanza, Chief Deputy Director
	FILE BY

11/3/15


	<b>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, while protecting the interests of the State of California”.  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><
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.</b><br><br>
<center><b>This is a Limited Term – 6 months – position.</b></center><br><br>
<b>SELECTION CRITERIA - The selection criteria will be in the following order:</b><br><br>
· SROA/Surplus eligible candidates will be considered prior to other recruitment methods. <br><br>
· Transfers or reinstatements may be considered.  Consideration may be given to applicants who are on a DGS employment list or on another department’s employment list.  Transfer of list eligibility must meet the criteria to transfer the eligibility from the other department’s employment list to DGS’ employment list. <br><br>
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. <br><br><
<b>ESSENTIAL FUNCTIONS</b><br><br> 
In order to comply with State Green Executive Order mandating collection of State energy and water benchmarking data:<br>
· Maintains state energy and water use benchmarking data in Energy Star Portfolio Manager database; <br>
· Reports on State’s progress in meeting Green Executive Order goals; <br> 

· Develops data reporting formats, guidelines, and data analysis methodologies; <br>
· Identifies the types of data needed to develop a standard reporting template, and identifies and corrects any problematic data; <br>
· Presents data visually in a variety of creative and meaningful formats; <br>
· Maintains DGS Drought Action Matrix and other database tools as assigned. <br><br>
In order to assist other state agencies to comply with State Green Executive Order mandating collection of State energy and water benchmarking data:<br>
· Interfaces with representatives from reporting agencies to collect and identify problems with data; <br>
· Conducts trainings and meetings to provide assistance to reporting agencies; <br>
· Responds to customer questions and inquiries; <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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	 CLASS TITLE

Staff Services Analyst (LT)
	POSITION NUMBER

306-630-5157-970
	RPA NUMBER

10591-EOSU
	FILE BY

11/3/15

	In order to improve the efficiency and performance of department programs: <br>
· Researches best practices, technologies, and trends related to green initiatives affecting State services, providing recommendations to help the Department and other agencies; <br>
· Makes recommendations on data collection and other administrative and program-related problems based on research findings, using various tools and/or equipment (e.g. computer software, oral presentations, web-based postings, written reports, etc.); <br>
· Designs and conducts research projects using various tools, methods and/or techniques (e.g. data collection, statistics, surveys, observational studies, interviews, literature search, content analysis, project management skills, timeliness, project scope sheets, etc.) to produce timely, organized, efficient, and thorough reports; <br>
· Controls numerous factors and extraneous variables frequently found in data to validate information, maintain study validity, and research integrity utilizing various statistical techniques. <br><br>
In order to ensure that reporting is consistent, accurate and current, the incumbent: <br>
· Collects, summarizes, analyzes and interprets data obtained from outside sources; <br>
· Uses statistical, database, spreadsheet, and other software to organize and present data from various sources; <br>
· Produces visual tools and written reports on data analysis findings. Updates existing information and writes summary reports as needed. <br><br>
<b>MARGINAL FUNCTIONS</b><br><br> 

In order to provide assistance with State Green Executive Orders and initiatives:<br>
· Coordinates DGS meetings and events for both internal and external stakeholders with regard to logistics, presentations, and interfacing with the public regarding DGS green initiatives; <br>
· Supports documentation of DGS green efforts and State initiatives through writing and collaboration; <br>
· Supports development and updating of the State Green website; <br>
· Supports coordination of DGS involvement or participation in green conferences and educational events; <br>
· Performs logistical and administrative coordination of internal and external meetings and events, and other related duties. <br>
· Responds to customer questions and inquiries; <br><br>
<b>KNOWLEDGE AND ABILITIES</b><br><br>
<b><i>Knowledge of:</i></b>  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>
<b><i>Ability to:</i></b>  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 or work. <br><br>
<b>ADDITIONAL DESIRABLE KNOWLEDGE AND ABILITIES</b><br><br>
<b><i>Knowledge of:</i></b>  Energy Star Portfolio Manager database and reporting features; EPAs data collection processes; planning and program evaluation; research methods and techniques; statistical and other methods used in the analysis and presentation of data; survey methods and analytical techniques; environmental issues; department’s goals and policies; governmental functions and organization at the State and local level.<br>
<b><i>Ability to:</i></b>  Communicate effectively to individuals and groups related to the areas of energy and sustainability, orally, in writing, and using meaningful visual formats; compose written reports; participate effectively on interdisciplinary teams; appear before legislative and other committees; and use a variety of computer software programs effectively, including MS Word, MS Excel, and MS PowerPoint. <br><br>
<b>DESIRABLE QUALIFICATIONS</b><br>
· Experience with sustainability-related work; <br>
· Knowledge of DGS divisions and business functions; <br>
· Familiarity with Government Code, Gubernatorial Executive Orders, and the State Administrative Manual; <br>
· Ability to learn rapidly about a variety of subjects. <br><br>   

	CLASS TITLE

Staff Services Analyst (LT)
	POSITION NUMBER

306-630-5157-970
	RPA NUMBER

10591-EOSU
	FILE BY



	<b>SPECIAL PERSONAL CHARACTERISTICS</b><br> 

· Demonstrated ability to act independently; <br> 

· Open-mindedness, flexibility, and tact; <br>
· Interest in learning about and implementing a wide variety of sustainability-related initiatives; <br>
· Demonstrates a commitment to the DGS Core Values of Integrity, Accountability, Communication, Excellence, Innovation, and Teamwork. <br><br>
<b>INTERPERSONAL SKILLS</b><br>
· Demonstrated ability to establish and maintain cooperative working relationships; <br>
· Ability to provide prompt, thorough, and accurate customer service to individuals at all levels. <br><br>
<b>WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES REQUIRED TO PERFORM DUTIES</b><br>
· Office environment, business dress; <br>
· Present self professionally; <br>
· Effectively handle stress, multiple tasks, and tight deadlines calmly and efficiently; <br>
· Communicate effectively with people at various levels of responsibility within state government; <br>
· Requires a high degree of initiative, independence, and originality in performing assigned tasks; <br>
· Consistently exercise good judgment; <br>
· Daily use of computer, phone, fax, copiers and general office and communication equipment. <br>



