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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

7772-PROC
ANALYST’S INITIALS

DL

DATE

January 22, 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 Small Business Officer 
	POSITION NUMBER

306-496-5493-022

	TENURE

 FORMDROPDOWN 
 
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R01

	OFFICE OF

Procurement Division-Office of Small Business DVBE Branch
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY

Associate Small Business Officer
$4400 to $5508


	SEND APPLICATION TO:

Dept of General Services

Procurement Division

707 Third Street,  2nd Floor, Room 2-230
West Sacramento, CA 95605
MS 2-212
Attn:  Yvette Saldivar-RPA#7772
	REPORTING LOCATION OF POSITION

707 Third 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)  375-4513
	PUBLIC PHONE NUMBER

(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE

Diana Alfaro, SSM I
	FILE BY

February 7, 2014

	<br>For a complete Duty Statement, please contact Yvette Saldivar at Yvette.Saldivar@dgs.ca.gov<BR>
<BR>
<BR>SELECTION CRITERIA - - Reference RPA#7772 on your application<BR>
· Please submit a completed State Application (STD 678) and resume to the address above<BR>
· SROA/Surplus, Re-employment employees are encouraged to apply and will be considered prior to any other recruitments. <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’s employment list. <BR>
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled.  

· Consideration will be given to applicants with Associate Small Business Officer eligibility. For recruitment purposes, position maybe downgraded to the Junior or Assistant Small Business Officer duties will be adjusted accordingly.  Current Associate Governmental Program Analyst, Staff Services Analyst or equivalent classification are encouraged to apply.  <BR>
· Staff Services Analyst Transfer Exam Applicant: SSA transfer exam applicants must provide documentation of successfully passing the SSA transfer exam in ordered to be considered for this position.  <BR>
· Out of Class assignments may be considered. <BR>
· Training and Development assignments may be considered for this position. <BR>
· All methods of appointments may be considered.  <BR>
<BR><BR><BR>
<BR> All work is to be accomplished in accordance with the laws, rules, regulation, and/or guidelines of the Department of General Services (DGS).   The incumbent will ensure the State’s purchasing operations are in compliance with State and Federal laws relating to procurement and contracts, Public Contract Code (PCC),  State Administrative Manual (SAM), Government Code, Management Memos, and Executive orders. <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>

	

	 CLASS TITLE

Associate Small Business Officer 

	POSITION NUMBER

306-496-5493-022

	RPA NUMBER

7772-PROC
	FILE BY
February 7, 2014

	<BR>ESSENTIAL FUNCTIONS <BR>
<BR> In order to facilitate SB and DVBE participation in state contracting, the incumbent shall determine SB and /or DVBE certification eligibility in accordance with SB/DVBE certification policies and guidelines, Government Code (GC) Sections 14835-14843, Military and Veterans Code (MVC) Sections 999-999.13 and 999.50 et seq., and California Code of Regulations (CCR), Title 2, Section 1896 et seq. using a personal computer, certification related software applications, the Internet, and various office and communication equipment: <BR>
· Reviews the more complex paper and electronic certification applications and any support documentation for completeness and determines whether certification compliance and eligibility requirements are met by new applicants and/or existing certified firms. Reviews tax returns, employee forms, and other business documentation to validate an applicant’s Small Business and/or DVBE certification eligibility.<BR>
· Contacts the applicant by phone, fax, email and/or written correspondence for clarification or items needed to further determine certification eligibility. <BR>
· Conducts structured and random audits in accordance with OSDS policy and procedures to determine a certified firm’s eligibility compliance. <BR>
· Performs the highly technical and detailed review of elevated complaints, appeals of certification decisions (denial and/or revocation) and prepares responses, in accordance with laws, regulations and OSDS policies and procedures, as it relates to SB and DVBE certification. <BR>
· Identify areas of potential certification program abuse and work with OSDS, Procurement Division, and/or DGS Executive management and DGS Legal staff to enforce any and all appropriate regulatory sanctions and penalties against the applicant. <BR>
<BR>
<BR>In order to administer the certification process and to maintain an accurate account of an applicant’s certification history, in accordance with the OSDS certification policies and procedures, creates and modifies electronic records in the OSDS database using a personal computer, related software and the Internet to: <BR>
· Enter complex business and eligibility data as analyzed and obtained from a certification application and any supporting documentation. <BR>
· Enter small business computational data relative to the firm’s size (annual receipts and number of employees for the applicant and any affiliates). <BR>
· Enter complex DVBE data relative to the firm’s structure and operations. <BR>
· Prepare various communications to an applicant regarding their certification status and/or to obtain additional information needed to complete a new certification or to bring an existing certification into compliance, using good writing skills, a personal computer, the OSDS database, and Microsoft® Office Suite products, including Microsoft Outlook®. <BR>
<BR>
<BR>DESIRABLE QUALIFICATIONS<BR>
· Familiarity with the State’s Small Business and/or DVBE programs, procurement and/or contracting process, business management and/or case management. <BR>
· Has computer efficiency and experience with the Microsoft® Office Suite applications, database application(s), and Internet navigation. <BR>
<BR>
<BR>SPECIAL PERSONAL CHARACTERISTICS <BR>
<BR>
· Ability to effectively handle stress and deadlines. <BR>
· Dependable; responsible; positive attitude; punctual. <BR>
· Ability to provide objective overview of situations. <BR>
· Willingness to accept challenges, handle multiple projects simultaneously. <BR>
· Ability to lead and participate in teams. <BR>



