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	EMPLOYMENT
       OPPORTUNITY
	1.  RPA #
7332 -PMDB
ANALYST’S INITIALS
DWM
DATE
5/1/2014



	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 GOVERNMENTAL PROGRAM ANALYST
	POSITION NUMBER
[bookmark: Text83][bookmark: Text20]719-502-5393-XXX
	TENURE
LINITED TERM 24 MO.
	TIME BASE
[bookmark: Dropdown4][bookmark: Text24]      
	CBID
R01

	OFFICE OF
[bookmark: Text88]Real Estate Services Division
	LOCATION OF POSITION (CITY or COUNTY)
[bookmark: Text71]West Sacramento: Yolo County
	 SALARY


A:$4,400-$5,508




	SEND APPLICATION TO:
Personnel Liaison
[bookmark: Text86]707 Third Street, 5th Floor 
West Sacramento, CA 95605
[bookmark: Text35]     
[bookmark: Text32]Attn:  Jody Zonneveld
	REPORTING LOCATION OF POSITION
[bookmark: Text81]707 Third Street West 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)  376-1860
	PUBLIC PHONE NUMBER
(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE
Yolanda Hazewood, Sr. Real Estate Officer (Sup)
	FILE BY
5-9-2014



	
PLEASE REFERENCE RPA 7332 AND THE BASIS OF YOUR ELIGIBILITY ON THE APPLICATION
THIS POSITION IS LIMITED-TERM 24 MONTHS MAY BECOME PERMANENT AT A LATER DATE.
<br> 
In accordance with Government Code 14845-14847 and other statutory and policy directives regarding achieving Departmental goals for participation by Small (SB) and Disabled Veteran Business Enterprise (DVBE) Businesses, the incumbent will assist RESD in meeting or exceeding participation goals, including working with RESD staff in identifying viable certified businesses, actively participating in outreach events organized by established private sector entities statewide, working cooperatively with the Procurement Division by supporting scheduled outreach activities, personally interfacing with SB’s and DVBE’s, periodically evaluating RESD’s status relative to particular goals and develop and implement plans and tools for improvement. <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> 
GENERAL SELECTION CRITERIA <br> 
1. SROA/Surplus employees are encouraged to apply and will be considered prior to other recruitment methods. <br> 
1. 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> 
1. Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. <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
Associate Governmental Program 
Analyst
	POSITION NUMBER
719-502-5393-XXX
	RPA NUMBER
7332 PMDB 
	FILE BY
	5-9-2014

	<br> 
ESSENTAIL FUNCTIONS <br> 
In order to provide complex technical analytical administrative support to the RESD SB Outreach Program and to complete various special Projects for the Outreach Program and staff in accordance with PMDB policy and procedures: <br> 
· Independently identify potential program issues that would impact the success of the RESD SB Outreach Program by analyzing data received from various sources (i.e., ABMS, E-Vision and Bid Sync). Identify and analyze data received from RESD Programs and review existing and new small business legislation to ensure that policies and procedures relative to the States SB and DVBE requirements are met and carried out. <br> 
·  Research and gather information from Chambers of Commerce, Small Business Development groups, Economic Development groups, Legislative Officials and Local and Governmental Agencies to resolve complex inquiries received from SB and DVBE businesses regarding RESD contracting opportunities.  <br> 
· Gathers data from all RESD Programs, performs complex analysis for participation quotas,   recommend solutions to management, participates and prepares statistical reports for RESD Executive. <br> 
· Present recommendations and alternatives verbally and/or in writing that identify what is needed to increase and maintain RESD’s SB and DVBE participation levels.  <br> 
· Facilitate meetings for the RESD SB Outreach Program and provide updates on the Programs progress and be prepared to make recommendations and suggest alternatives to enhance the overall Program to management. 
· Research and gather data from various sources for the RESD SB Outreach webpage and determines what will be excluded or deleted to ensure that it is continually updated and to ensure that information is accurate at all times.
· Act as lead to Identify and implement an electronic system that will store SB and DVBE data received from RESD Programs and assist in the analysis of current trends for recommendation to management. <br> 
· Independently conduct presentations at seminars, forums, symposiums, and exhibit at trade shows statewide to educate and inform Small and DVBE businesses about contracting opportunities available through the RESD utilizing a laptop computer, Microsoft PowerPoint software  and/or other media devises.  <br> 
· Facilitates meetings with Chamber of Commerce groups and Economic Development groups to give updates, answer questions and gather data. <br> 
· Gather data from the Procurement Division Bid Sync website to provide market data for development of events, workshops and statistical reports on SB and DVBE participation for RESD projects. <br>  
· Consults with vendors to explore their interest in doing business with RESD and to address concerns that they might have with bidding requirements. <br> 
· Participates in statewide outreach events. <br> 
· Plan and create status reports and proposals with recommendations and alternatives on how best to increase RESD SB and DVBE participation. <br> 
<br> 
In order to support the RESD SB Outreach Program so that they effectively interface with Small and DVBE Businesses in policy development, revision, and maintenance in accordance with departmental guidelines: <br> 
· Review and analyze revised SAM orders, RESD Management Memos, legislation, and other external RESD policy changes for impact on Small and DVBE businesses. <br> 
· Review existing RESD policies and procedures and identify program alternatives to update and/or streamline SB and DVBE processes.  Present program alternatives to management. <br> 
· Evaluate and research proposed or new policy matters and advise management on potential impact to RESD SB and DVBE Program. <br> 
· Act as lead analyst providing status updates to vendors to ensure that their needs are addressed. <br> 
· Ensure that the continuous flow of documents and communication received from the SB and DVBE vendors by the RESD SB Outreach program is communicated to the appropriate RESD Branch and to ensure that Vendors needs addressed. <br> 
· Update policy manuals by recommending changes to policies and memorandum specifically for the RESD SB Outreach Program. <br> 
<br> 
In order to act as subject matter expert and provide information to all RESD staff: <br> 
· Research and develop the training materials for the RESD SB Outreach Program.  <br> 
· Ensure that new or revised procedures and policies relative to the RESD SB Outreach Program are shared and understood by all RESD Programs.  <br> 
· Ensure that all RESD staff have full knowledge and understanding of the SB and DVBE requirements and conduct training for RESD staff on an ongoing bases. <br> 
· Presents training by utilizing projector, computer, laptop PowerPoint, and handouts. <br> 



In order to facilitate the ongoing procurement of products, goods and services and in accordance with DGS policies, SAM, and budgetary restrictions: <br> 
· Research and advise management on computer and office equipment request and needs and make recommendations based on requirements of program needs. <br> 
· Analyze and make recommendations to management on best prices from intranet resources, and place orders for services for the RESD SB Outreach Program. <br> 
· Approve and disapprove SB/DVBE Waiver’s submitted from RESD Program and meets with OBAS staff and management to address questions and concerns regarding the SB/DVBE Waiver’s used for the purchase of good and services for RESD to ensure that all SB and DVBE vendors are being utilized properly. <br> 
<br> 
MARGINAL FUNCTIONS <br> 
·  Participate in meetings and support other events, and meeting preparations. <br> 
· Arrange services through DGS Business Services and the OBAS for office reorganization, the relocation of personnel, and the related budget management for needed office resources. <br> 
· Maintain efficient file storage practices and advise management when file storage needs to be achieved or when document policies need updating per SAM and other policies. <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; government functions and organization; and methods and techniques of effective conference leadership. <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 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. <br> 
<br> 
SPECIAL PERSONAL REQUIREMENTS <br> 
Demonstrated ability to act independently, open-mindedness, flexibility, and tact. <br> 
<br> 
DESIRABLE QUALIFICATIONS <br> 
Knowledge of and use of: <br> 
·  Demonstrated analytical skills. <br> 
· Demonstrated interest in assuming increasing responsibility. <br> 
·  Demonstrated ability to work independently with minimal supervision. <br> 
· Demonstrated ability to exercise a high degree of initiative and originality in performing duties. <br> 
· Demonstrated reliability in project completion and organization. <br> 
· Microsoft, Excel, Word, PowerPoint, and Access software programs. <br> 
· DGS/RESD contract and purchasing processes. <br> 
· ABMS functions and support. <br> 
· Matrix Team concepts and charter team processes. <br> 
· State Administrative Manual (SAM) procedures. <br> 
<br> 
SPECIAL PERSONAL CHARACTERISTICS <br> 
· Demonstrated reliability in attendance. <br> 
· Ability to learn rapidly, follow direction and suggest improvements where appropriate. <br> 
· Good work habits such as punctuality, neatness and dependability. <br> 
· Dedication to job responsibilities. <br> 
<br> 
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES <br> 
·  Office environment and professional dress. <br> 
·  Present self professionally. <br> 
·  Effectively handle stress, multiple task and tight deadlines calmly and efficiently. <br> 
·  Consistently exercise good judgment and the appropriate  communication skills. <br> 
· Work well under pressure.  <br> 
· Ability to lift 15-20 pounds. <br> 
· Prioritize workload. <br> 
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