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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
Staff Services Manager II (Managerial)
	POSITION NUMBER
356-001-4969-003
	TENURE
PERMANENT
	TIME BASE
FULL -TIME

	CBID
M01

	OFFICE OF
Commission on State Mandates
	LOCATION OF POSITION (CITY or COUNTY)
[bookmark: Text36]Sacramento
	 SALARY

$6,296- 7,152

	SEND APPLICATION TO:


Commission on State Mandates
CSM Administration
980 – 9th Street, Suite 300
Sacramento, CA  95814

ATTN:  Jason Hone

	REPORTING LOCATION OF POSITION
980-9th Street, Suite 300, Sacramento
	

	
	SHIFT AND WORKING HOURS
 - 8:00 AM – 5:00 PM
	

	
	WORKING DAYS, SCHEDULED DAYS OFF
[bookmark: Text78][bookmark: Text79][bookmark: Text80]MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER
(916) 323-3562
	PUBLIC PHONE NUMBER

	POST & BID FILE BY: 
N/A

	
	SUPERVISED BY AND CLASS TITLE
Heather Halsey, Executive Director
	FILE BY
3/20/15
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	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. 
SELECTION CRITERIA	
· SROA/Surplus employees are encouraged to apply and will be considered prior to the other recruitment methods.
· Transfers, reinstatements, or recruitment from the employment list may be considered. Consideration may be given to applicants who are on a DGS employment list or another department’s employment list. Transfer of list eligibility from must meet the criteria to transfer the eligibility from the other department’s employment list to DGS employment list.
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled.
FILING  INSTRUCTIONS
Applicants who meet the qualifications specified must submit a completed standard state application (STD. 678), and a resume.  Link to standard State Application (STD. 678) - http://jobs.ca.gov/OEC/jobs/stateapp_adobe.aspx
FILING REQUIREMENTS
Applicants must meet the following filing minimum requirement:
1. One year of experience in the California state service performing the duties of a Staff Services Manager I; OR 
2. One year of experience in the California state service performing analytical staff duties of a class with a level of responsibility not less than that of Associate Governmental Program Analyst, and current employment in a class with a level of responsibility not less than that of Staff Services Manager I; OR
3. Two years of experience in the California state service performing analytical staff duties of a class with a level of responsibility not less than that of Associate Governmental Program Analyst; OR
4. Experience:  Four years of increasingly responsible management, personnel, fiscal, planning, program evaluation, or related analytical experience which shall have included the preparation of reports and the presentation of recommendations to management beyond the trainee level, at least one year of which must have been in a supervisory capacity.  (Experience in the California state service applied toward this requirement must include one year performing the duties of a class with a level of responsibility not less than that of Staff Services Manager I.)  (In appraising experience more weight will be given to the breadth of pertinent experience and the evidence of the candidate's ability to accept AND





























































Education:  Equivalent to graduation from college.  (Additional qualifying experience may be substituted for the required education on a year-for-year basis.




	
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
GS1T (REV. 1/98) - BPM 03/00



	 CLASS TITLE
Staff Services Manager II (Managerial)
	POSITION NUMBER
356-001-4969-003
	RPA NUMBER
002 CSM
	FILE BY
3/20/15

	Education: Equivalent to graduation from college. (Additional qualifying experience may be substituted for the required education on a year-for-year basis.)
ESSENTIAL FUNCTIONS
Day-To-Day Operations

Manages the day-to-day operations of the Commission on State Mandates (Commission) to ensure that statutory responsibilities and administrative functions are successfully carried out in accordance with statutes, executive orders, budget letters, management memoranda, internal budgeting and accounting controls, and the state administrative manual, as follows:

· supervises staff and contractors performing administrative, support, and information technology (IT) functions, including the probationary and annual evaluation of technical staff, and makes recommendations to the Executive Director for recruitment, hiring, and disciplinary actions for technical staff; 
· oversees management of Commission’s resources, tracking revenue and expenditures, implementing cost-saving measures, maintaining accurate tracking of assets including equipment, leased space, and computer assets, and developing recommendations for the Executive Director for program budgets and budget change proposals;
· provides technical assistance to Commission members, including orientation briefings and oversight of Fair Political Practices Commission and ethics requirements;
· assists Executive Director in:
1. determining the type of items to be heard by the Commission;
2.  issuing notices, agendas, orders, decisions, and subpoenas; 
3. formulates general policy related to Commission functions and operations, including development and implementation of the full range of Commission regulations, policies, and procedures; 
•	supervises staff that maintain a public information program (publications and website) to communicate Commission findings, decisions, and other information to interested persons; 
•	oversees public records requests and records retention as required by statute;
•	trains staff and contractors in Commission policies, procedures, and functions; 
•	supervises completion of the Commission’s annual reports to the Legislature and Department of Finance, and
· acts for the Executive Director, in her absence, to maintain continuity and consistency for Commission business.

Management of Incoming Claims

Manages new filings and claims in order to comply with Commission’s regulations and policies and procedures, including:
· supervises the intake of new claims;
· acts as the liaison between the Commission and state agencies and local governments, and providing expert responses to inquiries from state agencies and local governments; and
· develops recommendations on case management options and solutions to implement ongoing procedural, regulatory, statutory and constitutional reforms to the mandates process.

Caseload Management

Supervises the completion of the expedited parameters and guidelines and statewide cost estimate phases of the mandate reimbursement process in order to ensure that 1) proposed parameters and guidelines conform with implementing test claim statutes and Commission decisions; and 2) that the Legislature is provided with statewide cost estimates of mandated programs; including :
· plans, organizes, and provides direction for the complete and thorough staff analyses of expedited parameters and guidelines  and statewide cost estimates; and making staff assignments.
· reviews staff analyses of the parameters and guidelines and staff recommendations, and clarifies mandated activities that are reimbursable, eligible claimants, and reimbursement periods in the parameters and guidelines;
· reviews reimbursement claims data issued by the State Controller, staff analyses, and recommended statewide cost estimates;
· personally analyzes and prepares the more complex parameters and guidelines and statewide cost estimates to make sure the Commission is properly briefed on the issues; 
· facilitates informal conferences to resolve reimbursable activities, uniform costs, statewide cost estimate methodologies, and conducting settlement conferences for incorrect reduction claims;
· Presents items to the Commission for adoption or to inform them of activities impacting the Commission’s business.

Review of Draft and Final Analysis

· Reviews draft staff analyses and final staff analyses prepared by all staff prior to approval by executive director, to ensure that analyses are clearly written.  Review also includes editing grammar, punctuation, and making sure documents conform to Commission policies and the California Style Manual.

Special Projects

Manages special projects, including:

• participates in audits in order to respond to the Bureau of State Audits (BSA) pursuant to direction from the Joint Legislative Audit Committee, as follows:

1.drafts responses to BSA findings;
2.briefs Commission members on the progress of the audit, BSA findings, and staff recommendations for implementing recommendations;
3.meets with audit staff to brief them on the mandates process; and
4.prepares annual responses to BSA on the outcome of recommendations.

•completes and regular updates of the Guidebook to the Mandates Process.

Supervises the review of county applications for findings of significant financial distress to determine whether applicant counties are provided with relief from the mandated minimum general assistance levels, including
•reviews of the application;
•coordinates with contracted agency to provide fiscal analyses;
•coordinates of out-of-town hearing;
•reviews of staff analyses, and
•presents to the Commission for adoption.
KNOWLEDGE AND ABILITIES

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 agency’s goals and policies; governmental functions and organization at the State and local level; department's Equal Opportunity Employment Program objectives; and a manager's role in the Equal Opportunity Employment Program and the processes available to meet affirmative action objectives.

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 agency’s Equal Opportunity Employment objectives.

DESIRABLE QUALIFICATIONS
· Demonstrated ability to act independently, open-mindedness, flexibility, and tact.
· Ability to effectively direct and supervisor employees and take direction from the Executive Director and Commission members; and excellent written and oral communication skills.
Questions regarding this opportunity should be directed to Jason Hone at (916) 323-3562



