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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

10621-PROC
ANALYST’S INITIALS

smt
DATE

11/16/15


	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 (AGPA)
	POSITION NUMBER

306-496-5393-932
	TENURE

24 Months Limited Term 
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R01

	OFFICE OF

Procurement Division
	LOCATION OF POSITION (CITY or COUNTY)

Los Angeles County
	 FORMDROPDOWN 
 SALARY

$4,600
 -
 $5,758

	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

TBD
	

	
	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

Danetta Jackson, SSMII
	FILE BY

11/25/15


	br> For a complete duty statement please email darlene.mccormick@dgs.ca.gov br>
br>This position is limited term for 24 months.  This position may be terminated at any time or may become permanent at a later date. <br>
SELECTION CRITERIA: Please reference RPA #10621 on your application. <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> 
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
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>
ESSENTIAL FUNCTIONS  <br> 
In order to ensure that the State’s complex procurement and contracting processes are administered to meet the requirements set forth in Government Code §14845, Government Code §14846, Military and Veterans Code § 999.12 and Executive Order S-02-06; in accordance with the State Contracting Manual (SCM), the State Administrative Manual (SAM), Purchasing Authority Manual (PAM), and the Procurement Division (PD) Policies and Procedures. <br>
· Independently conduct presentations at seminars, forums, conferences, webinars, and exhibit at trade shows statewide to educate and inform potential/certified Small Business (SB)/Disabled Veteran Business Enterprise (DVBE) suppliers about doing business with the State of California using a projector, laptop computer, and Microsoft Office Suite Package. <br>
· Lead course development for classroom training/seminars and events by facilitating group discussions, researching subject matter information from in-house staff, the Internet, other related sources and organizing and planning interactive course activities. <br>
· Revise training materials to ensure that they are up-to-date using the SCM, SAM, PAM, policies, legislation, etc.

· Exceptional ability to write comprehensively and to effectively communicate complex program requirements to diverse levels of staff, other state and local government agency customers, members of the business community, elected officials and the public. <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. 
DGS JOB HOTLINE PHONE (916) 322-5990                (            CALIFORNIA RELAY SERVICE FROM TDD PHONES 1-800-735-2929
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	 CLASS TITLE

Associate Governmental Program Analyst (AGPA)
	POSITION NUMBER

306-496-5393-932
	RPA NUMBER

10621-PROC 
	FILE BY


11/25/15

	ESSENTIAL FUNCTIONS cont. <br> 
<br>
In order to act as a subject matter expert advocate, liaison and maintain effective communications between the SB/DVBE, governmental officials and offices, local government, Legislature, Chambers of Commerce and Advocacy groups. <br>
· Plan and coordinate outreach activities, public forums, and workshops; prepare reports on outreach activities and post event evaluation reports. <br>
· Plan and facilitate annual Small Business Advisory Council meeting held in Southern CA; handle meeting logistics, webinar, develop agenda, presentations, and minutes; maintain council roster, charter and oversee membership application process. <br>
· Research, gather and analyze information to resolve complex inquiries received from SB/DVBE suppliers by analyzing alternatives and making recommendations related to PD services, products and acquisitions processes utilizing the Internet, SCM, SAM and PAM. <br>
· Develop reciprocity agreements with other local government entities in the Southern CA regions to accept the State’s SB and/or DVBE Certification programs. <br>
· Develop and conduct formal presentations on “How to Do Business with the State” in partnership with community business support organizations such as Small Business Development Centers, Procurement Technical Assistance Centers, Chambers of Commerce, utilizing current training methods outlined in the California Purchasing and Contracting Academy (CAL PCA) Manual. <br>
· Meet with underachieving, high-spend state departments/agencies to provide recommendations and additional resources that may assist them in meeting mandated SB/DVBE contracting goals; continuously monitor and follow-up with departments/agencies. <br>
· May serve as a member of the San Diego Public Agency Consortium (PAC) and other PAC groups to collaborate with other SB/DVBE stakeholder groups to increase contracting opportunities for SBs/DVBEs. <br>
<br>
In order to act as a lead consultant and provide information to customers and suppliers about PD products and services as described in SAM sections 1600, 3500, 3800, 5200; GC section 14825 et seq. and section 14835 et seq, Government Code and management memos. <br>
· Facilitate effective service delivery and problem resolution by researching complex and sensitive inquiries related to implementation of policy and procedural changes using the Internet, SCM, SAM and PAM and respond orally or in writing. <br>
· Respond to inquiries in the external mailboxes and 800 number voice mailbox. <br> 
· Plan and write text for articles, broadcasts, press releases, brochures, flyers, ads, etc. <br>
· Coordinate submittal of correspondence to the Office of Public Affairs for the DGS online newsletter, Facebook, Twitter, for the purpose of notifying SB/DVBE and other constituents of updated information regarding events, success stories, and PD program information. <br>
· Respond to inquiries from the Director’s office relative to SB/DVBE. <br> 
· Provide telephone assistance to customers and suppliers regarding PD’s services. <br> 
· Meet with SB/DVBEs to provide guidance on how to do business with the State. <br> 
<br>
MARGINAL FUNCTIONS<br> 
In order to maintain an ongoing inventory of outreach materials to effectively inform and educate customers: <br>
· Ensure outreach material is updated regularly; maintain updated directories and mailing lists using a computer, Microsoft Excel and related software. <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; and government functions and organization; methods and techniques of effective conference leadership. <br>
<br>
Ability to: <br> 
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 QULAIFICATIONS<br> 
· Demonstrated ability to perform as a project team leader<br> 
· Presentation skills—knowledge of methods and practices to verbally and visually present information so the intended purpose is achieved<br> 
· Proficiency with personal computer and appropriate software programs and the internet. Experience with Microsoft Office Suite Package desired but not required<br> 
· Exceptional writing ability <br>  

· Knowledge of materials, procurement programs, and training methods<br>
· Knowledge of suppliers, business practices, marketing conditions and research methodology<br>
· Knowledge of trends and capabilities of management and control processes associated with goods and materials management<br>
· Familiarity with the State Contracting Manual (SCM), the State Administrative Manual (SAM), and the Purchasing Authority Manual (PAM) <br>
· Basic knowledge of solicitation preparation and evaluation for goods/services/information technology<br>
· Ability to speak to large and small audiences for extended periods of time<br>
· Bilingual preferred, not required<br>
<br>
SPECIAL PERSONAL CHARACTERISTICS<br>
· Demonstrated ability to work independently with minimal supervision<br>
· Open-mindedness, flexibility and tact<br> 
· Dependable: responsible; positive attitude<br> 
· Ability to lead and participate in teams<br> 
· Willingness to accept challenges, handle multiple projects simultaneously<br> 
· Ability to effectively handle stress and deadlines<br> 
· Must have a friendly, polite and outgoing demeanor, and be able to respond in a timely manner to questions about the SB/DVBE programs<br>
<br>
INTERPERSONAL SKILLS: <br> 
· Perform successfully independently or in a team environment<br> 
· Communicate effectively with individuals from varied experiences, perspectives and backgrounds<br>
· Ability to solve problems in an effective and efficient manner<br>
· Ability to efficiently analyze and resolve customer needs<br>
· Ability to provide objective overview of situations<br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES REQUIRED TO PERFORM DUTIES: <br> 
· Professional office and classroom environment, appropriate business attire required<br> 
· Work in Los Angeles satellite office and/or telework from home<br>
· Conduct formal presentations with good communication skills <br>
· Set-up and takedown display backdrop and signage<br> 
· Set-up and operate audiovisual equipment and laptop computers<br>
· Daily use of phone, fax, copiers and general office and communication equipment<br> 
· Frequent use of a computer and related software applications and the Internet at a workstation<br>
· Sitting in a seated position for extended periods of time<br> 
· This position requires occasional weekend work for events.  Work hours may be adjusted to accommodate outreach event schedule. <br>
· Off-site presentations within the Southern California to include: Los Angeles, San Diego, Riverside, Kern, Ventura, Orange and San Bernardino Counties within California and occasionally to headquarters office located in West Sacramento that may require the use of various transportation modes, i.e. airplane, taxi, car, etc. <br>
· Use of a hand cart to transport, lift and set-up equipment up to 35 lbs., i.e. laptop computer, projectors, printed materials, etc. <br>



