	
	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

7751- CSB
ANALYST’S INITIALS

SM
DATE

2/28/2014


	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

717-231-5393-998
	TENURE

 FORMDROPDOWN 
      
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R01

	OFFICE OF

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

West Sacramento
	 FORMDROPDOWN 
 SALARY

SSA
$2,817-
$4,579
AGPA
$4,400-

$5,508



	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 
 - 8:00 a.m. - 5:00 p.m.
	

	
	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

3/10/2014


	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.

· Transfers from within the Department of General Services.

· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled.

ESSENTIAL FUNCTIONS

In support of RESD Division, Construction Services Branch, Direction Construction Unit using both verbal and written communication to develop operational program improvements, streamlining current processes and recommend procedural changes in project management, funding activities, accounts management, procurement processes and procedures, labor costs, payment processes, fleet management and property management, utilizing the Activity Based Management System (AMBS),  Project Accounting and Leave System (PAL), Access Program logs, and Excel Spreadsheets to prepare a wide variety of technical reports and schedules to analyze problems, develop solutions and implement changes regarding program issues.

· Develop and draft, through independent research, internal operational policies and procedures for managing Vehicles, Construction Projects, Procurement, Equipment and Project Expenditures activities for CSB Management approval and DCU Field staff use.
· Independently researches, develops, facilitates and implements formal and informal  Job Site, Construction Management, Project Accounting, Expenditures and Account Management trainings for DCU staff to use to manage various Operational and Programs areas to improve job performance more efficiently and effectively.

· Independently conducts research, gathers data, interprets information and formulate verbal or written responses for the Construction Services Branch Executive team utilizing ABMS, Pal and various other databases to create complex adhoc project status and expenditure reports to respond to DGS, RESD and Client Agencies Operation and Projects inquires in an accurate and timely manner.

· Initiates, tracks and meets with external and internal Clients to determine client satisfaction of work performed by CSB/DCU by gathering data from customers and surveys to formulate plan of action to address clients concerns and propose timelines for corrective measures to be accomplished and forwards response for review and approval by RESD/CSB Executive Team.




	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

717-234-5393-998
	RPA NUMBER

7751-CSB
	FILE BY


3/10/2014

	Serves as the Construction Services Branch Program Liaison between Office of Business and Acquisition Services (OBAS on all procurement related issues and Program Support & Accounting Section (PSAS) on all invoice and billing issues related to procurement.

· Independently interfaces with approving entities in person and in writing, including OBAS, COA, ORIM, OLS, and Branch Chiefs for information in order to complete and execute contracts

· Independently develops and drafts contracts justifications to meet the criteria’s of OBAS, OLS, PCC, GC, SAM, and SCM for exemptions from advertising using information provided by client agencies and construction field supervisor’s on emergency construction projects warranting an exemption from advertising from the Director of the Department of General Services and Chief of Construction Services Branch.

· Develops and drafts (Complex) Scopes of Works for bid packages for DCU Field Staff, for goods and services as the DCU Program Liaison between DCU and contractors for insuring contractors are in compliance with applicable codes, regulations and policies such as the OLS, CCR, PCC, GC, SAM, and SCM, prior to contracts being submitted to OBAS.

· (Independently) develops and conduct internal procurement training guidelines for DCU Field Staff on Office of Business and Acquisition Services (OBAS) for Construction Contracts, Service Orders, Change Orders and Program Support & Accounting Section (PSAS) for invoices and prompt payment act process and procedures.

· Serves as DCU Program Liaison to OBAS, OLS, COA, DCU Field Staff and Contractors in providing quality assurance regarding a wide variety of contract related issues by telephone or in writing, by conducting independent research and interpreting the most complex government codes, laws and regulations by applying comprehensive program knowledge.

· Independently researches and drafts (detailed) procurement related documents and waivers for the Chief of Construction Services Branch signatures to obtain emergency authorizations from DGS Director, Office of Legal Services and Office of Business and Acquisitions Services by developing and obtaining emergency contracts to cover emergencies (i.e. health and safety) situations.

· Serves as DCU Small/Micro/DVBE liaison to ensure compliance with management and Executive Order directives regarding Small/Micro/DVBE business processes and participation.

Program Liaison With Control/Client Agencies:  

· Independently meets with the Department of Finance, State Controller’s Office, State Fire Marshall, Legislative Analyst’s Office and other Control Agencies to ensure prompt reviews and approval of DCU project related documents for proposed “CSB/DCU Construction Projects”.

· Independently works with Client Agencies and DGS Program Representatives on the initial and subsequent reviews of the breakdown of complex project construction estimates into hours per construction trade discipline, including labor materials and sub contract costs for approval or disapproval.

· Interfaces, drafts and submits justifications to DGS Procurement Division to obtain procurement exemptions for non-emergency purchases where the delegated limit exceeds the commodity contract delegation (over $250,000) to Increase Purchase Delegation, by developing and drafting justification to exceed contract delegation and responding to questions verbally or in writing, as they arise during the procurement process.

· Develops and conducts (complex) internal and external Customer Surveys to determine operational improvements, streamlining of processes and (independently) recommends and drafts procedural changes within the Construction Services Branch. 

MARGINAL FUNCTIONS

In order to make recommendations to the RESD Division, Branch Chiefs and Client Agencies on the Construction Services Branch efficiency of operations:

· Performs complex detailed analysis for special projects as requested by the Construction Services Branch Management Team. Participates on designated RESD project teams as required.

· Prepares verbal and written responses to inquiries for a variety of CCSB/DCU matters including, but not limited to, bill analysis, issue memos, special studies, and reports by conducting the required research and analysis and providing alternatives and making recommendations to management, as needed.
· Acts as back-up in overseeing the CSB Records Management Program for (12,000) project, accounting and personnel records with efficient and economical management methods from creation, utilization, maintenance, retention, preservation, and disposal of records. 

· Acts as backup responding to inquiries from the office of Fleet Management for developing, administering and maintaining, a Master Equipment Inventory and Fleet Management Inventory.

· 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.

· Independently utilizes project accounting cost data in the Activity Based Management System (ABMS) to review and reconcile final project cost expenditures in labor, materials and equipment costs with project estimates for historical and trending database to determine best estimating and project budgeting practices.

· Acts as backup to the Vehicle/Fleet Inventory Analyst in reconciling and entering vehicle mileage information into ABMS to ensure mileage is correctly charged to projects accurately and timely.

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; governmental 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 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 
· Demonstrated knowledge of Microsoft Applications including Word, Excel and Access.

· Knowledge of the Department’s construction and contract processes.

· Ability to organize, set priorities, and work independently with a minimum of supervision.

· Ability to multi-task and focus on details.

· Strong Analytical skills, including ability to produce high quality, completed staff work.

· Ability to establish and maintain cooperative working relationships with peers, field office staff, and customers, including other State agencies.

· Able to conduct research in order to resolve procurement issues and/or in answer to inquires.

SPECIAL PERSONAL CHARACTERISTICS 
Demonstrated ability to act independently and open-minded, tactful, and flexible to other ideas and solutions.  Able to foster and be a part of a team work environment.

INTERPERSONAL SKILLS 
· Excellent verbal and written communication skills.

· Good attendance.

· Ability to establish and maintain positive cooperative work relationships.

· 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 positive effective communication skills.

· Assists DCU Field Offices in developing bid packages by ensuring contracts are in compliance with applicable codes, regulations CCR, PCC, GC, SAM, and SCM and OBAS policies and guidelines.

· Ensures that all contracts submitted by field staff project scopes, construction drawings and technical specifications, State Fire Marshall and Access Compliance Section approvals are in accordance with OBAS and OLS guidelines.




