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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

10677-PROC
ANALYST’S INITIALS

smt
DATE

12/3/15


	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

Research Program Specialist I/Econ 
	POSITION NUMBER

306-496-5830-001
	TENURE

 FORMDROPDOWN 
 
	TIME BASE

 FORMDROPDOWN 
 
	CBID

RO1

	OFFICE OF

Procurement Division
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY

$5,053.00 

– 

$6,325.00

	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

Anda Dragheci, SSMII
	FILE BY

12/15/15


	br> For a complete duty statement please email darlene.mccormick@dgs.ca.gov<br>
<br>

SELECTION CRITERIA: Please reference RPA #10677 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

<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>
Serves as OSDS” Principle Data Expert on data analytics and statistical methods.   Independently collects and performs the most complex statistical and spend data analysis, research and studies, and is principally responsible for collecting and compiling statewide contract participation data to facilitate OSDS’ ongoing compliance with ever growing legislatively mandated reporting requirements and regulatory processes related to SB/DVBE firms. Serve as an OSDS Subject Matter Expert in the transition of these reports to FI$Cal program. <br>
· Collect, compile and develop reports and analysis on contract participation within the state as specified in Government Code (GC); Military and Veterans Code; Public Contract Code (PCC); and represent the Procurement Division (PD) and the Office Small Business and Disabled Veteran Business Enterprise Services (OSDS) as the Statewide Reports Coordinator. <br> 
· Assess high priority assignments/ad hoc requests and provide the information in the appropriate format and presentation.  This includes independently completing an accurate analysis of the data, developing and identifying trends and translating the data into findings.  <br>
· Update State Department Reports Coordinator contact, content, and process information on OSDS documents including web pages and the State Contract Manual (SCM).  <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. 
DGS JOB HOTLINE PHONE (916) 322-5990              (            CALIFORNIA RELAY SERVICE FROM TDD PHONES 1-800-735-2929
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	 CLASS TITLE

Research Program Specialist I (Econ)
	POSITION NUMBER

306-496-5830-001
	RPA NUMBER

10677-PROC 
	FILE BY


12/15/15

	ESSENTIAL FUNCTIONS cont. <br> 
<br> 
· Receive and file contract participation documents from DGS divisions and state departments.  File documents to facilitate retrieval of reports.  Review documents to ensure required data accuracy.  Contact reporting DGS divisions and state departments in person, or by telephone, email, fax, or memorandum to advise the entity of errors and/or omissions and to facilitate corrections and/or clarifications by the entity. <br>
· Assess high priority assignments/ad hoc requests and provide the information in the appropriate format and presentation.  This includes independently completing an accurate analysis of the data, developing and identifying trends and translating the data into findings.  <br>
· Create, compile and report detailed statistics by creating database components and entering data provided on participation documents (forms) into the database.  Design database reports (including determining formulas) that total, summarize, and compare data. <br>
· Respond to inquiries about the reporting of contracting participation verbally and/or in writing by highlighting or reiterating program information available on OSDS web pages, SCM, and/or other appropriate authoritative documents.  Facilitate inquiries from the PD Deputy Director’s Office, the DGS Executive Office, the State and Consumer Services Agency, Governor’s Office, the Legislature, and the media by preparing/providing written or verbal response as appropriate. <br>
· Assess high priority assignments/ad hoc requests and provide the information in the appropriate format and presentation.  This includes independently completing an accurate analysis of the data, developing and identifying trends and translating the data into findings.  <br>
· Create and develop reports in Excel and/or Access supporting the analysis and interpretation of statistical information. <br>
<br>

In order to facilitate mandated small business (SB) participation in state contracting, the incumbent shall determine SB certification eligibility in accordance with SB certification policies and guidelines, Government Code (GC) Sections 14835-14843, Military and Veterans Code (MVC) Sections 999-999.13 and 999.50 et seq., and California Code of Regulations (CCR), Title 2, Section 1896 et seq. using a personal computer, certification related software applications, the Internet, and various office and communication equipment: <br>
· Reviews and analyzes complex paper and electronic certification applications, including applications from partnerships and/or corporations and Limited Liability Companies, and any support documentation for completeness and determine whether certification compliance and eligibility requirements are met by new applicants and/or existing certified firms. <br>
· Reviews tax returns, employee forms, and other business documentation to validate an applicant’s Small Business certification eligibility. <br>
· Communicates with the applicant by phone, fax, email and/or written correspondence requesting clarification or items necessary to make a further determination of certification eligibility. <br>
· Conducts structured and casual audits in accordance with OSDS policy and procedures to determine a certified firm’s eligibility compliance. <br>
· Complete a full analysis when processing the more complex small business certification applications and applications from DVBEs. <br>
· Organizes compliance reviews, including, but not limited to complaints involving the small business and DVBE certification programs. <br>
<br>

Train and  Provide DGS divisions and/or state departments information regarding reporting roles and responsibilities in accordance with applicable GC; Military and Veterans Code, PCC, and other updated statutes or new legislation: <br>
· Research legislation, regulations, policies and procedures related to contract participation; and develop written and verbal recommendations to SSM II for new or corrections to existing policies and procedures. <br>
· Conduct presentations at statewide forums to educate and inform state government purchasing/contracting officials, SB/DVBE Advocates, managers, etc., using presentation tools such as PowerPoint. <br>
· Update the OSDS website with user-friendly information to facilitate understanding of Participation Reporting responsibilities. <br>
· Creates, develop, and provides annual reporting requirements and due dates in writing by memorandum, e-mail, and/or by posting on the OSDS website Participation Reporting page. <br>
· Participates with the development and testing of an automated system used for the collection of reporting data to ensure accuracy of results. <br>
<br>

In order to ensure the reporting process is effective and understandable, identify opportunities for process improvements and assist in the development and implementation of policy and procedures in accordance with GC; Military and Veterans Code; PCC and other updated statutes or new legislation: <br>
<br>

ESSENTIAL FUNCTIONS (Continued) <br>
· Develop and evaluate alternatives by participating in work teams assigned to streamline and/or change PD processes and ensure appropriate consideration is given to Participation Reporting. <br>
· Initiate and coordinate efforts with reporting staff to identify and implement new approaches to meet specific business by setting up and facilitating meetings, and through written and verbal communications. <br>
· Attend meetings, review new and/or proposed legislative changes as they relate to contracting participation and procurement in order to stay on top of the reporting needs. <br>
<br>

In order to administer the certification process and to maintain an accurate account of an applicant’s certification history, in accordance with the OSDS certification policies and procedures, creates and modifies electronic records in the OSDS database using a personal computer, related software and the Internet to: <br>
· Enter business and eligibility data as analyzed and obtained from the moderately complex certification application and any supporting documentation. <br>
· Enter small business computational data relative to the firm’s size (annual receipts and number of employees for the applicant and any affiliates). <br>
· When appropriate, enter DVBE data relative to the firm’s structure and operations. <br>
· Prepare various communications to an applicant regarding their certification status and/or to obtain additional information needed to complete a new certification or to bring an existing certification into compliance, using good writing skills, a personal computer, the OSDS database, and Microsoft® Office Suite products, including Microsoft Outlook®.<br>
· Develop and maintain the Records Retention Schedule for legislative reports and regulations in compliance with State Administrative Manual §1600, the APA, and DGS policies and procedures. <br>
<br>

MARGINAL FUNCTIONS<br>
Provide direction to OSDS support staff regarding the appropriate duplication and publication of Participation Report packages, Regulation packages and/or other related material to ensure correct and complete documents are forwarded from the OSDS. <br>
<br>

KNOWLEDGE AND ABILITIES <br>
<br>

Knowledge of: Principles and concepts of economics as applied in a research and statistical setting; economic research methods and techniques; application of computerized models to research data; statistical and other methods used in the analysis and projection of data; survey methods and analytical techniques; operations research methods; cost-benefits analysis; trend analysis procedures. <br>
 <br>
Ability to: Communicate effectively to individuals and groups related to the area of economic research; analyze and make recommendations; plan and carry out economic research projects; prepare and present technical reports; determine economic effects of various projects; develop computer models. <br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES <br> 
· Ability to meet deadlines and work under short time frames<br> 
· Ability to solve problems in an effective and efficient manner<br> 
· Ability to conduct presentations in front of large audiences<br>
· Office environment, business dress <br>
· Excellent communications skills both verbal and written<br> 
· Minimal travel by airplane and personal car may be required for training presentations<br>
<br>

DESIRABLE QUALIFICATIONS<br>
· Knowledge of materials and procurement programs <br>
· Knowledge of suppliers, business practices, and marketing conditions<br> 
· Knowledge of State laws and procedures relating to procurements and contracts <br>
·  Experience in analyzing and interpreting laws, rules, and regulations<br>
· Ability to write comprehensively and communicate effectively with individuals from varied experiences, perspectives and backgrounds, and all levels of management<br>


