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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

 14/15-09 SILC
ANALYST’S INITIALS

 SM
DATE

 1/21/15


	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
	POSITION NUMBER

349-001-5157-001 


	TENURE

Permanent
	TIME BASE

Full-time
	CBID

R01

	OFFICE OF

State Independent Living Council
	LOCATION OF POSITION (CITY or COUNTY)

Sacramento
	 FORMDROPDOWN 
 SALARY

Ranges
A: $2,873-$3,600
B: $3,111-$3,895
C: $3731-$4,671

	SEND APPLICATION TO:

1600 K Street, Suite 100
Sacramento, CA 95814
Attn:  Caroline Kuhn
	REPORTING LOCATION OF POSITION

1600 K Street, Suite 100 Sacramento CA 95814
	

	
	SHIFT AND WORKING HOURS

Day shift
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(866)  866-7452
	PUBLIC PHONE NUMBER

(916)  445-0142
	

	
	SUPERVISED BY AND CLASS TITLE

Liz Pazdral, Executive Director
	FILE BY

02/05/2015


	Are you finally ready to enjoy your job, flex your mind and have a real opportunity to demonstrate your abilities?  If so, consider becoming the Staff Services Analyst for the California State Independent Living Council (SILC).  We are conveniently located in first-class offices near the State Capitol, the SILC is in the heart of the booming midtown restaurant district and convenient to transit or parking.  SILC staff has access to the latest office equipment and business tools, and interact frequently with a broad variety of stakeholders in government and the private sector.  If you're ready to take on new challenges and responsibilities, visit great California locations for meetings and conferences, and want to make a difference in the quality of life for millions of Californians with disabilities, this could be the job for you: check out the SILC...we'd like to hear from you. <br>
<br>
If interested in this position, please submit a completed employment application, STD 678, cover letter, and resume to the above address.  Specify RPA # 14/15-09 SILC and state your eligibility (e.g. lateral transfer, list appointment, SROA, etc.) in the Explanations section of the application.  If list appointment, include a copy of your exam results.  If SROA, include a copy of your SROA documentation.  Applications received without this information will not be considered for review nor will e-mailed/Faxed applications.  If you require receipt confirmation, please send a return receipt through the US Postal Service. <br>
<br>
SELECTION CRITERIA <br>
· SROA/Surplus employees are encouraged to apply and will be considered prior to other recruitment methods. <br>
· 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 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>
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. <br>
<br>
DUTIES <br>
The SILC is a federally mandated and funded state agency, reporting directly to the Governor.  Its mission is to Create Policy and System Change for Independent Living.  Under the supervision of the Executive Director, the SSA assists, advises, serves and performs analytical functions  in the areas of procurement, expenditure control, business services, office management and telecommunications.  <br>
<br>
Accomplish all work in accordance with the State Administrative Manual (SAM), departmental policies and other reference material.  Ensure current regulations are being followed, maintain office productivity, and continually improve and streamline office methods using interpersonal communication (verbal and written) skills, a personal computer with Microsoft programs and Internet access, and other sources including: existing reports, current research and historical documents, various state administrative manuals, departmental policies and current laws at the direction of the Executive Director (ED), the SILC and state policies. <br>
<br>


	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 Analyst
	POSITION NUMBER
349-001-5157-001 


	RPA NUMBER
14/15-09 SILC  
	FILE BY

2/05/2015

	Essential Functions: <br>
Procurement <br>
Control all requests for equipment, software, supplies, furniture and service contracts, etc. in accordance with the Department of General Services (DGS) Guidelines, Contract Management Section Manuals (Purchasing Authority Manual and State Contracting Manual) and published directives within the Government Code, Public Contract Code, California Code of Regulations, and SAM to ensure all purchasing policies and procedures are complied with.  These activities include: <br>
<br>
SOLICITATION <br>
· Analyzes acquisition requests submitted by staff and Governor Appointees, including Non-IT and IT goods and/or services that may be obtained via formal competition or Leveraged Procurement Agreements. Also including the following types of contracts:  Service Agreements, Master Agreements, Consultant Service Contracts, Invitation for Bid, Request for Proposals and amendments to all contracts.  <br>
· Evaluates contract change documents and make recommendations to management. <br>
· Applies knowledge and interpretation of all applicable laws, regulations and policies to formulate procurement solutions after reviewing purchase requisition documents submitted. <br>
· Conducts analysis of the solicitation package in order to determine the most appropriate and cost-effective method for procurement, in accordance with SILC’s delegated purchasing authority levels for specified procurement types such as Leveraged Procurement Agreements (LPAs), Formal or Informal Competitive, IT goods and services, Master Service Agreements, Western States Contract Alliance, Small Business/Disabled Veterans Business Enterprises (SB/DVBE) option as well as evaluating state contract terms for SB/DVBE. <br>
· Prepares and/or revises various justifications and memorandums, including but not limited to, scopes of work, SB/DVBE waivers, Government Code 19130 justifications, and Prison Industry Authority waivers in order to ensure compliance and document the determinations made. <br>
<br>
AWARD <br>
· Prepare appropriate purchase documents and service contracts (e.g. STD 65, STD 66 or STD 213) in accordance with purchasing policies and procedures. <br>
· Creates and maintains comprehensive electronic files for all procurements. <br>
· Resolves disputes through consultation with suppliers, requestors, and Office of Fiscal Services staff, and in coordination with the Department SB/DVBE Advocate. <br>
· Negotiates with vendors on behalf of the state; researching and resolving problems and questions involving compliance with competitive bidding requirements. <br>
· Creates procurement documents and amendments using manual or automated system and/or CALCard as a payment mechanism.  Submits finalized procurement documents to managers for review and approval, in accordance with designated signing authority. <br>
· Create and process vendor invoices by recording all vendor invoices and purchase amounts, assigning cost center payment numbers, and auditing monthly charges. <br>
· Coordinate with the contractor to complete Standard 204 (Payee Data Record) and verify with various state resources to substantiate the supplier’s current registration, certification, and/or license are current and in good standing as required by law. <br>
· Dispatches procurement document/contract via e-mail to selected suppliers and program staff. Serves as liaison between the requestor and the vendor for timely delivery of goods and services requested and to ensure contractual compliance. <br>
<br>
REVIEW PROCUREMENT POLICIES and PROCEDURES and REPORTING <br>
In order to remain current on any revised and/or changed procurement related laws, policies, and procedures, identifying potential impacts and ensuring efficient operations, the incumbent: <br>
· Studies the principles of contracting and updates policies received via Procurement Division bulletins, Executive Orders, Administrative Orders, or other policy memos to determine impact to internal procurement practices and processes. <br>
· Reviews, analyzes, and develops plans to implement recommended changes/processes that incorporate best purchasing practices and participates in special project teams or task forces to implement revisions to current practices.  <br>
· Maintains current professional and technical knowledge by attending and actively participating in training (i.e., CAL-PCA), seminars, section and unit meetings (i.e. All-Staffs, Team Building, Special Project teams, etc.). <br>
· Conducts special projects and/or analytical assignments related to procurement practices, including researching purchasing information and formulating recommendations in a written format. <br>
· Research accounting and report requirements for procurement system to track purchase orders, contracts and invoices, and aid in accounting reconciliation of Fi$CAL, CalStars H09, D16 and Q12 and retrieval of data needed for mandated annual reports, by interviewing SILC employees and consulting with other State agencies and private sector experts to advise Executive Staff of findings, make a recommendation, and implement outcome. <br>
· Gathers and analyzes data to prepare recycled usage reports, Small Business Reports, DVBE reports, NCB reports, and Consulting services reports.  Complies with Legislative reporting mandates requirements and SILC policy. Prepares corrective action plans as required when deficiencies are identified and implements the plan. <br>
<br>
PERSONNEL LIAISON <br>
In order to facilitate the hiring process under the direction of the SILC ED and in collaboration with the OHR Classification and Pay Analyst (C&P), Certification Specialist, and Transactions staff, the incumbent will serve as the liaison between SILC and DGS OHR: <br>
· Analyzes the requested personnel action for accurate position number, appropriate classification and allocation within the organizational structure, and freeze exemption requirement, using the SPB Job Specifications and DPA allocation guidelines. <br>
· Prepares the Request for Personnel Action (RPA) by generating, gathering, and submitting the updated essential functions duty statement, justification, job opportunity bulletin (JOB), organization charts and MSD for review and approval of ED and DGS/OHR. <br>
· Researches recruitment alternatives/restrictions and factors in the hiring freezes, SROA/Surplus lists, and difficult to recruit classifications and areas. <br>
· Coordinates with the Certification Specialist for employment list and contact letters to coincide with the final file date of the JOB and monitors the contact letter responses, certification list clearance and expiration dates. <br>
· Assists in the interview process by reviewing applications for eligibility to interview, developing screening criteria, serving on interview panels, and reviewing personnel files as requested. <br>
· Ensures hiring approvals are cleared at each appropriate level by submitting the appropriate documents to the ED and DGS OHR. <br>
· Writes, reviews, and revises hiring and personnel action documents including but not limited to: essential functions duty statements, JOB’s, justifications, freeze exemption requests, hire above minimum requests, etc., in order to facilitate SILC personnel operations using classification specifications and allocations and other listed guidelines under the direction of the Management Services Division and BOPP Management. <br>
· Reconciles positions to verify that position actions are completed accurately and positions are not lost due to vacancy limitations or errors by reconciling the SCO alpha listing, ABMS position reports, organizational charts, and the Schedule 8 as directed by Management in order to accurately maintain position control documents. <br>
· Tracks and collects all 634s from employees and answers questions from employees regarding personnel questions, issues, honorariums and reimbursements. <br>
<br>
OFFICE OPERATIONS <br>
· Analyzes information from internet, phone references, manuals, and regulations, provide a summary to management and make recommendations for action. <br>
· Maintains the filing system for the office, including SAM and other state manual updates, and tickler file.  Filing/retrieval of all incoming and outgoing correspondence, travel forms and information, state memos, bulletins, personnel information, all agency materials, archived documents, confidential records and resources for the public.

· Acts as recorder of minutes for Council and Committee meetings as needed. <br>
· Independently researches sources and evaluates contents of correspondence and composes correspondence for Executive Director’s signature. <br>
· Corresponds and coordinates with Governor’s Office representatives, and other agency officials, concerning confidential and sensitive issues. <br>
· Researches accommodations required by meeting attendees and prepare meeting packets and alternate formats when needed.  <br>
· Prepares travel arrangements when needed. <br>
· Makes presentations to the Council meeting to coordinate activities of the members. <br>
· Processes travel expense claims for staff and Council members. <br>
· Coordinates in-office conference room meetings for other agencies’ use, assists with needs of visitors using conference room.  <br>
· Sorts and date stamps in-coming mail and distribute to administration staff appropriately.  <br>
· Answers incoming telephone calls for the SILC, does research to obtain information and responds to questions. <br>
· Greets visitors, responds to inquiries from the public and refers them to community-based resources which enable them to live independently. <br>
· Maintains, initiates, and reviews communication with Council members, the public, and Independent Living Centers by phone, mail, fax, email and in person.  <br>
· Administer SILC’s property control system to ensure property control meets state audit standards in compliance with SAM by assigning state ID tags to appropriate equipment and coordinating the disposal or transfer of old equipment utilizing the Property Survey Reports. <br>
<br>
RECORD RETENTION <br>
· Act as lead for SILC’s Records Retention.  <br>
· In compliance with SAM and Cal RIM (California Records & Information Management Manual), advises staff and compiles information to develop the Records Retention Schedule for SILC to ensure records are archived when appropriate, retrievable by staff, and protect and preserve of SILC records. <br>
· In compliance with the California Public Records Act, compiles, develops and organizes information needed for document requests in cooperation with legal and other department staff to ensure the protection of the State’s interest. <br>
<br>
MARGINAL FUNCTIONS <br>
· To facilitate employee development activities in compliance with CalHR and SILC training policies, maintain class schedule information from a variety of sources and counsel staff concerning available training options and mandated requirements and prepare and process Training Requests. <br>
<br>
KNOWLEDGE AND ABILITIES: <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 governmental functions and organization. <br>
<br>
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; 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 of work. <br>
<br>
DESIRABLE QUALIFICATIONS: <br>
· Ability to act independently, exercise initiative, and demonstrate good judgment in making decisions. <br>
· Knowledge of SILC programs and all major administrative functions. <br>
· Ability to effectively plan and organize work. <br>
· Manage a large number of tasks and projects simultaneously. <br>
· Develop and maintain good working relationships with staff and the public. <br>
· Strong analytical and communication skills. <br>
· Proficiency in Word and Excel using a PC, as well as using standard office machines. <br>
<br>
WORK ENVIRONMENT: <br>
· Office is on ground floor. <br>
· Business dress expected. <br>
· Work alone for extended periods with only phone contact with principals. <br>
· Have sensitivity to and ability to function in situations involving people with various disabilities. <br>
· Observe tenets of disability etiquette. <br>
<br>
SPECIAL PERSONAL CHARACTERISTICS: <br>
Willingness as a learner to do routine or detailed work in order to learn the practical application of administrative principles; and demonstrated capacity for development as evidenced by work history, academic attainment, participation in school or other activities, or by well-defined occupational or vocational interests; and willingness and ability to accept increasing responsibility. <br>
<br>
Dependable work ethics and attendance. <br>
<br>


