	
	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

7751- CSB
ANALYST’S INITIALS

SM
DATE

1/8/2014


	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/Staff Services Analyst
	POSITION NUMBER

717-234-5393-998
	TENURE

 FORMDROPDOWN 
      
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R01

	OFFICE OF

Real Estate Services Division
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY

AGPA
$4,400-

$5,508

SSA

$2,817-

$4,579



	SEND APPLICATION TO:

Office of Human Resources
707 3rd Street
West Sacramento, CA  95605
Attn:  Brenda Russell
	REPORTING LOCATION OF POSITION

707 3rd Street, West Sacramento, CA  95605
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 8:30 AM to 5:30 PM
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916)  375-4861
	PUBLIC PHONE NUMBER

(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE

Morris Taylor, Staff Services Manager I
	FILE BY

1/21/2014


	PLEASE INDICATE RPA #7751 ON YOUR APPLICATION

WILL CONSIDER FILING AT THE STAFF SERVICES ANAYLST LEVEL
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
· SROA/Surplus employees are encouraged to apply.  Please include a copy of your SROA documentation.
· 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.
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled
ESSENTIAL FUNCTIONS

In order to ensure the funding, accounting and work plan schedules for the construction projects are recorded timely and accurately throughout the project cycle the AGPA, utilizing the Activity Based Management System (ABMS) and Microsoft Access Project Tracking (MAPT) database,  coordinates and monitors the start-up procedure and cost/funding process throughout the life of the project including:

· Assigns a project number and sets up the project in the Activity Based Management System (ABMS) and Microsoft   Access Project Tracking (MAPT) database and verifies that the work breakdown structure including

 tasks, expenditure types and expenditure categories are correct utilizing the DCU Coding Manual arranges to have the project plans and specifications copied for distribution to DCU Area Offices.

· Analyzes the project funding status for compliance with the project budget estimate by comparing the project estimate fee proposal with funds received.

· Prepares budgets to establish the proper distribution of money and verifies the money is distributed properly for CSS expenditures utilizing ABMS.

· Tracks the allocation of funding and fees and notifies DCU Area Office staff of the total funds allocated for projects.

· Receives funding and tracks the preparation of the project schedule and work plans.

· Reviews on a continuous basis the project status funding utilizing ABMS and prints reports to compare with the DCU project file.




	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

Assoc Government Program Analyst/Staff Services Analyst
	POSITION NUMBER

717-234-5393-998
	RPA NUMBER

7751-CSB
	FILE BY


1/21/2014

	· Checks on contingency and construction expenditures in ABMS during construction and notifies DCU Area
             Managers if projects are in deficit.

· Process Change Orders.
Independently manages (complex) parent/child accounts on all projects.

· Independently tracks and notifies field staff when a close out package is due to Headquarters upon completion of a
             project utilizing the Project Tracking database.

Obtaining Funds:  

In order to process the transfer of funds to CSS from requesting organizations/departments: 

· Process (complex) funds transfer documents (Form 22, Form 220, Form 221) in ABMS which includes the scope of the project, dollar amount, and funding (minor/major capital outlay) and forwards the approved Form to the Office of Fiscal Services.

· Independently monitors the Form status to ensure funds are appropriately and timely transferred into the CSS Architectural Revolving Fund. 

· Prepares a memorandum to the client and Project Manager notifying that funds have been received and construction can now begin.

· Distributes project funding in accordance with DCU’s project line item budget.

· Maintains and enters Task Entry data into ABMS.

· Work with Area Offices to resolve project funding issues.

In order to provide timely closeout of projects:

· Generates or coordinates with Area Offices to ensure completion of various required closeout documents including: Std. 102 package; DCU 106, 39, 44 and 45 forms.

· Generate a monthly Active Project List, initiates and distributes the Project Numbers Purged List.

· Provide the Construction Management Plan, with Project Construction Schedule.

· Performs (complex) Close out Projects and verify overhead accounts.
In order to track projects and expenditures with DCU:

· Independently monitors the DCU overhead accounts including DCU Headquarters and all Area Offices to ensure charges to task codes, including labor hours and other activities, are accurate and appropriate

· Informs management of inconsistencies in ABMS information and provides problem resolution recommendations to management.

· Creates, updates, and maintains various databases used in the Direct Construction Until requiring knowledge of Microsoft Access 

Audits

In order to ensure the correct prevailing wage rates are paid to causal staff and correct charges are done for project expenditures:

· Performs selected (complex) audits of payroll records and reports, including straight time and overtime/weekend hours worked utilizing ABMS reports and employee timesheets.

· Reviews (complex) operating and expenditure reports, including vehicle usage, labor charges, utility and phone usage, and vendor payments to determine if problems, unusual situations or trends exist which would require further analysis utilizing the Activity Based Management System (ABMS), Excel spreadsheets and Access program logs and queries.

· Provides recommendations for operational improvements, streamlining of processes, or procedural changes to management. 

· Checks to ensure labor charges as entered into ABMS are correct by comparing DIR prevailing wage rates with those currently on file for employee utilizing employee database and ABMS.

· Obtains source and reference data from the ABMS, Union dispatch sheets, the Department of Industrial Relations website charts and notices of prevailing wage rates, and ensures uploads of  wage increase information for trade labor is done timely and accurately.

· Recommends independent solutions and alternate courses of action to management to correct other identified problems such as verifying that internal task codes are correct which ensures project revenue utilizing project files and by researching information.

MARGINAL FUNCTIONS

· Independently prepares a wide variety of (complex) technical reports, schedules, utilizing various software including ABMS, Word, Excel, and Access in order to provide DCU management with information needed to make decisions regarding program issues, adhering to DCU and PSB policies and procedures.

· Performs (complex) analysis independently for special projects as requested by the DCU management, including annual rate structure reporting, workload demand projections, and staffing level reports.  

· Prepares reports, PowerPoint presentations and Excel spreadsheets/charts using various Microsoft programs.

· Verifies that DCU staff use the appropriate task codes for project charges by exporting expenditures into Microsoft Excel and fixing errors in ABMS and the employee’s timesheet.

· Maintains and enters vehicle mileage information into the Vehicle Mileage Log in Excel and ABMS to ensure mileage is correctly charged to projects.

Knowledge 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 function 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 verbally 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.

DESIRABLE QUALIFICATIONS 
· Extensive knowledge and use of Microsoft Excel and Word

· Knowledge and use of Microsoft Access and PowerPoint

· Knowledge of Oracle applications, particularly ABMS and Discoverer

· Knowledge of data structures and routines needed to interface with databases through SQL

· Experience in Accounting or Budgeting

· Knowledge of Architectural Revolving Fund and Service Revolving Fund

· Ability to establish and maintain cooperative working relationships with fellow employees and representatives of the various State agencies

· Ability to consistently exercise a high degree of initiative, independence and originality in performing assigned tasks

· Willingness to travel and be away from home base.

SPECIAL PERSONAL CHARACTERISTICS 
Demonstrated ability to act independently, make sound analytical analyses, foster a team environment and prepare completed staff work.  Be open-minded, flexible and tactful.

INTERPERSONAL SKILLS 
· Excellent verbal and written communication skills.

· Ability to establish positive working relationships with internal and external contacts.

· Ability to receive and follow direction from supervisor.

· Ability to work independently or as part of a team.

· Supports a positive and productive work environment.

WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES 

· Office environment, appropriate attire for professional office environment.

· Effectively handle stress, multiple tasks and tight deadlines calmly and efficiently.

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

· Consistently exercise good judgment and effective communication skills.

· Travel to and work in remote locations throughout the state as required.




