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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

OAH- 7509
ANALYST’S INITIALS

 AIO
DATE

2/13/2014


	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
306-659-5393-003

	TENURE

Permanent 
	TIME BASE

 FORMDROPDOWN 
 
	CBID

R01

	OFFICE OF

Administrative Hearings
	LOCATION OF POSITION (CITY or COUNTY)

 Sacramento

	 FORMDROPDOWN 
 SALARY

AGPA
     $4,400 - $5,508
SSA
A  $2,817 - 3,529
B  $3,050 - 3,819
C  $3,658 – 4,579

	SEND APPLICATION TO:

Office of Administrative Hearings
2349 Gateway Oaks Dr. Suite 200
Sacramento,  CA  95833
Attn:  Lucia Brambila 

	REPORTING LOCATION OF POSITION

 2349 Gateway Oaks Drive, Suite 200
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 8:00 AM - 5:00 PM
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916)  263-0550
	PUBLIC PHONE NUMBER

(   )  
	POST & BID FILE BY:

	
	SUPERVISED BY AND CLASS TITLE

Cheryl Hill, Staff Services Manager I
	FILE BY
2/28/2014


	><e>WILL CONSIDER FILLING AT THE STAFF SERVICES ANALYST LEVEL
This is a job announcement for the Administrative Services Division, Office of Administrative Hearings located in Sacramento.  If you are interested please submit a completed State Application (STD 678), and resume, to the address above. Specify RPA #7509 and state your eligibility (e.g. lateral transfer) in the explanations box on the application. If eligibility based on employment list, please submit copy of exam results. Applications received without this information will not be considered for review nor will e-mailed applications be considered for review.  
<BK>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.

SELECTION CRITERIA<BR>
If interested, please submit a completed employment application, STD. 678 to the above address.  

· SROA/Surplus employees are encouraged to apply. <b>Please include a copy of your SROA documentation</b><br>
· 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. <br>
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled.

ESSENTIAL FUNCTIONS 
In order for OAH to comply with its legal obligations to ensure equal access to OAH proceedings: 

· Incumbent works statewide with OAH’s five offices and Presiding Administrative Law Judges (PALJs), Administrative Law Judges (ALJs), and Pro Tempore ALJs (Pro Tems) on all ADA issues.  This includes issues which arise at off-site mediations and hearings. 

· Receives and reviews external requests for accommodation of a disability filed with OAH within specified time frames. 

· Independently reviews, analyzes, and determines whether the request is in compliance with the ADA, Civil Code, Rules of Court, APA or other state laws and OAH’s regulations.  




	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

306-659-5393-003


	RPA NUMBER

OAH -7509 
	FILE BY


2/28/2014

	ESSENTIAL FUNCTIONS (continued)

· Determines if a continuance request falls into the statutory requirements under the APA for good cause or should be treated as a request for accommodation and consults with Staff Counsel as needed.

· Coordinates requests with the relevant office’s PALJ and reviews and makes determination of appropriateness of sharing requests with opposing parties. 

· Reviews, recommends changes, and develops policies, regulations, OAH forms, and procedures relating to ADA requests.

· Prepares, coordinates, reviews and tracks correspondence in response to inquiries. 

· If specific accommodations are requested, coordinates with OAH personnel to ensure equipment, interpreter, or other assistive devices are available at the hearing, mediation or settlement conference.

· Coordinates with calendaring staff to adjust hearing schedule if continuance is granted and ensures all parties are timely notified.

· Maintains the confidentiality of all ADA requests, correspondence, and other materials.

· Drafts and reviews Orders for PALJs for accommodation continuance requests. 

· Ultimate approval authority for these requests rest with incumbent.
Incumbent works in conjunction with the Director, Deputy Director, and Division PALJ, and Staff Services Managers to perform the following duties:

· Reviews case data from Practice Manager (PM) to analyze workload in each of the five regional offices and makes recommendations for the distribution of workload.

· Uses case data in PM to analyze and compile reports to ensure data provided for the DGS Strategic Plan is accurate and monitors performance under the stated goals.  If performance is deficient, makes recommendations for improvement.

· Researches and analyzes data to prepare reports requested pursuant to the Legislature, Department of Finance, and the Legislative Analyst’s Office regarding various cases handled by ALJs.

· Reviews facilities and prepares long range planning analysis and reports to accommodate plan for the expansion or contraction of OAH depending upon projected workload.

· Reviews and analyzes data regarding workload and prepares reports containing recommendations for placement of any new positions acquired.  

· Analyzes legislation in connection with data in PM to provide recommendations regarding impact upon workload for OAH. 

In order to provide personnel related support to the OAH Management Team, incumbent will:

· Prepare various personnel documents (e.g., Request for Personnel Action (RPA), Job Opportunity Bulletins (JOB), duty statements, key position descriptions, organizational charts, vacancy reports, position justifications, etc.) evaluating compliance with current guidelines, especially Essential Functions format; entering information into the computer system using the Activity Based Management System (ABMS), Microsoft Office (e.g., Word, Visio, Excel, etc.) and submitting these personnel documents for required approvals.  

· Consult with DGS HR and research recruitment alternatives/restrictions and other issues regarding hiring freezes, SROA/Surplus lists and difficult to recruit classifications and locations.  Recommend best option to OAH management.

· Review employment applications and verify applicants’ eligibility with C&P analyst.  Ensure completeness of package in accordance with JOB requirements. 

· Initiate and oversee completion of the appointment and separation documents using checklists and by communicating with office attendance clerk to ensure timely and complete submittal to Personnel Specialist and Transactions Unit for processing.
· Work closely with the DGS exam unit to meet OAH’s exam needs.  Consult with management team to develop hiring and exam plans each year by considering current and projected vacancies, recruitment issues, identifying inadequate lists, list/appointment expiration dates and promotional candidate groups.  
· Consult with appropriate Human Resource Unit for direction on personnel related matters (e.g., AWWS, FMLA eligibility, etc.) by discussing the relevant issues and researching information provided by OHR.

· Consult with appropriate OHR staff for direction on medical and safety related issues (Workers Compensation, Reasonable Accommodation, FMLA, etc.)  Report information back to OAH management team and supervisory staff.
· Collaborate with PALJs and supervisory staff to develop essential functions duty statements.  Reviews duty statements and advises supervisory staff on content to ensure accuracy before submitting to OHR staff.

· Inform and respond to questions from management, supervisors and staff relating to HR policies and procedures, and advising of the impact upon OAH staff.

· Advise managers and supervisors concerning employee performance appraisal due dates and follows for completion. 

· Maintain confidential file of Administrative Law Judge (ALJ) home addresses.  
· Submit completed requests for confidentiality with the Department of Motor Vehicles (DMV) and ensures appropriate recording.  Follows up with ALJs for address and/or vehicle changes and ensures that the DMV is informed of such changes.   
· Monitor the “Employer Pull Notice” program with DMV, receiving individual drivers’ records and evaluates them for safety or other violations.  Prepares driving restriction notices to employees for review and signature by the SSMI as required.
· Promote a safe and secure work environment that has zero tolerance for violence, threats, harassment or intimidation by educating and making referrals to the DGS Health and Safety Officer.
· Using information from PM, ABMS and PAL, develop personnel reports for the OAH Director and other supervisors on a wide variety of issues as requested; examples are, leave balance accumulation and plans for reduction of balances, growth projections and effects upon staffing needs, and efficiencies of telework programs.  

· Prepares vacancy reports by compiling information from responsible staff and identifies current vacancies by office/unit.

· Maintains complete and accurate records of above processes by creating electronic and paper files of various documents.

· Represent OAH in meetings with OHR on personnel issues and provide recommendations to the Director on those issues.

KNOWLEDGE, SKILLS 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; and government functions and organization.

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.
DESIRABLE QUALIFICATIONS 

· Demonstrated experience in writing duty statements, personnel policies, procedures, reports and other general correspondence.

· Demonstrated ability to interpret laws and regulations.

· Ability to work independently and take initiative to improve/create processes and systems.

· Skilled in program/project management in a team environment.

· Ability to use good judgment and take effective, proactive action.

· Excellent analytical and problem solving skills.

· Excellent written and verbal communication skills.

· Excellent organization and research skills with attention to detail.

· Ability to work well with changing assignments and priorities.

· Effective skills in using Microsoft Office Computer Software products, i.e. Word, Excel, Power Point and Outlook.
SPECIAL PERSONAL CHARACTERISTICS 

· Demonstrated ability to act independently, open-mindedness, flexibility and tact.

· Demonstrated ability to maintain confidentiality of sensitive personnel matters.

· Demonstrated ability to recognize and appropriately advise managers on potentially sensitive issues.

· Dependability and excellent attendance record.

· Dependable, punctual, well organized and detail oriented.

· Mature judgment, poise, tact and discretion.

· Ability to work and communicate confidently and courteously with a wide variety of people and personality types.

· Ability to work well with a team or independently.

· Demonstrated interest in assuming increasing responsibility.

ADDITIONAL DESIRABLE QUALIFICATIONS

· Familiarity and sensitivity to the priorities, missions and goals of the Administration, Department and Division.

· Knowledge of Microsoft Office application Visio and ABMS.

WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES

· Office environment, business dress according to office policy.
· Requires ability to effectively handle stress and deadlines in a fast-paced work environment.

· Daily use of personal computer and related software applications at a workstation.



