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	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
Assoicate Governmental Program
[bookmark: Text37]Analyst   
	POSITION NUMBER
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	OFFICE OF
California Transportation Commission
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	SEND APPLICATION TO:
CA Transportation Commission
1120 N Street, MS-52
Room 2221
Sacramento, CA
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	REPORTING LOCATION OF POSITION
1120 N Street, Room 2221, Sacaramento
	

	
	SHIFT AND WORKING HOURS
 -  
	

	
	WORKING DAYS, SCHEDULED DAYS OFF
[bookmark: Text79][bookmark: Text80]MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER
(916)  654-4245
	PUBLIC PHONE NUMBER
(   )     -    
	POST & BID FILE BY: 
     

	
	SUPERVISED BY AND CLASS TITLE
Rosemary Mejia - SSMI
	FILE BY
4/11/14



	
SELECTION CRITERIA - - 
· Please submit a cover letter and a Standard State Application (STD 678).  State the basis of your eligibility in the job title box.  Electronic copies of applications will not be accepted.  
· Applications will be screened and interviews may be held.
· SROA/Surplus employees are encouraged to apply.
· 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

DUTIES
Under the direction of the Staff Services Manager I, the Associate Governmental Program Analyst participates in activities in support of the Administrative unit of the California Transportation Commission.   The incumbent is expected to consistently exercise a high degree of initiative, independence, and originality in performing assigned tasks.

ESSENTIAL FUNCTIONS 

In support of the Commission’s meetings, the incumbent is responsible for all aspects of the meetings by:

Providing recommendations of priority actions and information items for inclusion to the Commission’s agenda; reviewing Commission directives to ensure mandated reports are properly brought forward for discussion; as the team leader, responsible for coordinating, setting deadlines and ensuring compliance of all meeting materials that include contributions and submittals from, but not limited to, Commission staff, Caltrans, the Governor’s Office, the California State Transportation Agency, Members of the Legislature, Regional Planning Agencies, Metropolitan Planning Organizations and the public; reviewing and analyzing records of the Commission meeting to develop legally compliant public documents which include detailed testimony, deliberations and related Commission action as it relates to property transfers, funding for transportation projects, transportation project authority and approval, and statutorily required mandates that affect the multi-modal transportation system in the State of California; responsible for formulating policies and alternatives as it relates to how Commission information, actions, approved policies, Resolutions, Ordinances, Proclamations and legislative materials are communicated to Caltrans, the Governor’s Office, the California State Transportation Agency, Members of the Legislature, Regional Planning Agencies, Metropolitan Planning Organizations and the public. Responsible for the management, administration and contract coordination of potential meeting sites for Commission meetings across the State of California, including but not limited to American with Disability Act requirements, Bagley-Keene Open Meeting Action requirements, and Commission policies.





	
CALIFORNIA STATE GOVERNMENT  EQUAL OPPORTUNITY TO ALL REGARDLESS OF RACE, COLOR, CREED, NATIONAL ORIGIN, ANCESTRY, SEX, MARITAL STATUS, DISABILITY, RELIGIOUS OR POLITICAL AFFILIATION, AGE OR SEXUAL ORIENTATION.   IT IS THE OBJECTIVE OF THE STATE OF CALIFORNIA TO ACHIEVE 
A DRUG FREE WORK PLACE.  ANY APPLICANT FOR STATE EMPLOYMENT WILL BE EXPECTED TO BEHAVE IN ACCORDANCE WITH THIS OBJECTIVE BECAUSE 
THE USE OF ILLEGAL DRUGS IS INCONSISTENT WITH THE LAW OF THE STATE, CIVIL SERVICE RULES, AND A SPECIAL TRUST PLACED IN PUBLIC SERVANTS.
DGS JOB HOTLINE PHONE (916) 322-5990                            CALIFORNIA RELAY SERVICE FROM TDD PHONES 1-800-735-2929
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	ESSENTIAL FUNCTIONS (continued)

In order to meet the business needs of the Commission, the incumbent:

Interprets applicable codes, regulations, and policies to ensure contract compliance; prepares, advertises and solicits bids as required in support of contract needs; reviews and analyzes bid documents; reviews and reconciles contract requests, scope of work/specifications and supporting documentation for consistency with the description advertised; develops and distributes written rejections of bidders as required; monitors contract balances for multi-year contracts; researches and develops special reports and statistics, SBE/DVBE dollar expenditure data, and makes recommendations to management; ensures compliance with DGS procurement policies, including reporting requirements.
In order to ensure the integrity of Commission meeting records, the incumbent is responsible for:
Independently responding to inquires by Legislative staff, other governmental entities, internal and external stakeholders and the general public with regard to official Commission actions taken, meeting materials, the Commission’s website, and webcasting; develops, analyzes, compiles, organizes, and reconciles individual record systems and makes recommendations to assure that information is safeguarded, stored and retrieved in the most efficient manner; prepares and maintains the Commission’s record retention schedules and updates it when necessary; coordinates the transfer of records between the Commission and the Secretary of State, California State Archives. 

In order to meet the requirements of the California Public Records Act (Govt. Code Sections 6250-6270) the incumbent:

Is the designated point of contract for all public records request received by the Commission; reviews, analyzes, researches, gathers documentation, and prepares responses leading to recommendations and responses to a variety of Public Record Act requests; ensures timely notification to executive staff of all public records requests; 

MARGINAL FUNCTIONS 

May act in the capacity of the Staff Services Manager in his/her absence in order to maintain the work performance of staff following existing policies, processes and procedures.

KNOWLEDGE AND ABILITIES

Knowledge of:  Principles, practices, and trends of public and business administration, management, and supportive staff services such as budgeting, personnel, and management analysis; governmental functions and organization; and methods and techniques of effective conference leadership. 

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; coordinate the work of others, act as a team or conference leader; and appear before legislative and other committees.

Special Personal Requirements:
Demonstrated ability to act independently, open-mindedness, flexibility, and tact.

WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES

DESIRABLE QUALIFICATIONS
· Demonstrated ability to act independently.  
· Demonstrated ability to communicate effectively, both orally and in writing. 
· Demonstrated ability to meet competing deadlines and changing priorities.  
· Familiarity of personal computers and software, including but not limited to: Microsoft Word, Excel, Microsoft Outlook and Dreamweaver. 

Familiarity with Commission’s mission, organization, policies, and procedures; Federal and State laws and regulations; concepts and terminology relating to transportation planning; sources of funding transportation program

	



