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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

7322-PROC
ANALYST’S INITIALS

DL
DATE

May 6, 2014


	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 Materials Analyst
	POSITION NUMBER

306-504-4901-034

	TENURE

Permanent 
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R01

	OFFICE OF

Procurement Division
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY

AMA

$4400 - $5508


	SEND APPLICATION TO:

Dept of General Services

Procurement Division

707 3rd Street, 2nd Floor, Room 2-230

West Sacramento, CA 95605
MS 2-212
Attn:  Darlene McCormick- RPA 7322
	REPORTING LOCATION OF POSITION

707 3rd Street, West Sacramento 
	

	
	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)  375-4516
	PUBLIC PHONE NUMBER

(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE

Steve Casarez, Sr. EDP Acquisition Specialist Supervisor
	FILE BY

May 20, 2014

	This position may be downgraded to a Staff Services Analyst for recruitment purposes and duties will be adjusted accordingly. br
For a complete Duty Statement, please contact Darlene McCormick at Darlene.McCormick@dgs.ca.gov <br
The p>This
Please Reference RPA# 7322 on your application <br><br>
<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>

SELECTION CRITERIA – Please submit a completed State Application (STD 678) and resume to the address above.<br>
· SROA/Surplus/Re-employment employees are encouraged to apply.<br>
· Transfer, reinstatements, training and development assignments, or recruitment from another eligibility 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’s employment list. <br>
· Application 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><br>
ESSENTIAL FUNCTIONS OVERVIEW <br>
<br>
Under the general direction of the Sr. EDP Acquisitions Supervisor, the Associate Materials Analyst (AMA) is responsible for creating and managing Master Agreements and statewide contracts for State agencies.  The AMA will process complex commodity purchases utilizing the formal competitive bid process in accordance with the State Administrative Manual, State Contracting Manual, Government Codes and Regulations, Senate Bills and Legislation. <br>
<br>
The AMA will perform Needs Assessments by surveying state agencies and suppliers to gather feedback to determine the need for leveraged statewide contracts.  The AMA will also evaluate bid submittals; investigate complaints; monitor contract compliance; and schedule and lead supplier facility site visits statewide to confirm specification requirements and answer supplier questions regarding the specific contract requirements.<br>
For a complete duty statement, contact Yvette Saldivar at (916) 375-4513.

	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

Associate Materials Analyst


	POSITION NUMBER

306-504-4901-034

	RPA NUMBER

7322-PROC
	FILE BY


May 20, 2014

	KNOWLEDGE AND ABILITIES <br>
Knowledge of: <br>
Materials management; inventory management; data processing systems, software and their applications to materials data systems; term contract formulation; negotiation and administration; transportation and distribution management; procurement engineering; property reutilization and recycling; acquisition analysis; energy conservation and environmental impact analysis; cost study techniques including lease-versus-purchase analysis and life cycle costing; logistics; statistical analysis and forecasting techniques; principles and practices of public and business administration; principles, practices, and trends of public purchasing, organization and management; methodology for conducting analytical studies; policy formulation; technical report writing. <br>
<br><br>
Ability to:  <br>
Analyze situations and problems accurately and take effective action; establish and maintain effective working relations with those contacted in the course of the work; plan, organize and lead analytical studies and audits to enhance State utilization of materials; monitor data systems; formulate comprehensive recommendations which synthesize elements of acquisition, warehousing, cost effectiveness, inventory and traffic management, specification development, quality control, space utilization, personnel management and EDP utilization; communicate effectively; successfully negotiate agreements to increase the effectiveness of agencies' materials management systems; interpret and apply laws, rules and policies.<br>
<br><br>
DESIREABLE QUALIFICATIONS<br>
<br><br>
· Willingness and desire to travel using various methods of transportation. <br>
· Effectively handle stress and deadlines. <br>
· Effective communication skills both orally and in writing. <br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES <br>
<br>
· Professional office environment, appropriate business attire required. <br>
· Daily use of phone, fax, copiers and general office and communication equipment. <br>
· Proficient using a computer and its related software. <br>
· Travel throughout the State to survey State agencies and suppliers. <br>
· Frequent use of desktop computer and related software. <br>



