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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

7828- PSB
ANALYST’S INITIALS

DWM
DATE

1-13-2014


	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 Construction Analyst
	POSITION NUMBER

719-805-4106-XXX
	TENURE

Permanent
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R09

	OFFICE OF

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

West Sacramento 
	 FORMDROPDOWN 
 SALARY

   A:$6,490-8,121


	SEND APPLICATION TO:

Personnel Liaison
707 Third Street, 7th Floor
West Sacramento, CA 95605


Attn:  Jody Zonneveld
	REPORTING LOCATION OF POSITION

707 Third Street, West Sacramento, CA 95605
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 8:00 am - 5:00 pm
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	CONTACT PHONE NUMBER

(916)  376-1860
	SUPERVISOR PHONE NUMBER

(916)  376-1600
	

	
	SUPERVISED BY AND CLASS TITLE

Valerie Keisler; Project Director III
	FILE BY

1-21-2014


	r>PLEASE
PPLEASE REFERENCE RPA 7828 ON THE APPLICATION

<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>
SELECTION CRITERIA <br>
SROA/Surplus eligibles will be considered over other eligible candidates listed below<br>
· SROA/Surplus employees are encouraged to apply and will be considered prior to other recruitment methods.

· 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> 
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. <br> 
ESSENTIAL FUNCTIONS<br>
In order to respond to complex client program needs and make recommendations in accordance with  RESD policies, branch Guidelines, the Administration’s energy-related directives and executive orders ,the State Administrative Manual (SAM) and the Public Contract Code (PCC): <br> 
· Assists the management team in accomplishing our client’s program mission by successfully executing their energy program and projects, special repair projects, or capital outlay program utilizing effective project delivery methods while minimizing client service disruptions and adhering to schedules and operating within established budgets by utilizing professional skills and knowledge, communication skills both verbal and written, and including clients when decision and changes are necessary. <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 Construction Analyst
	POSITION NUMBER

719-805-4106-XXX
	RPA NUMBER

7828-RPA 
	FILE BY


1-21-2014

	<b
· Provides support to the project director by visiting the facilities with the design team and/or client to determine the best methods and means by which to integrate the client’s program mission parameters into the design and specifications. <br> 
· Meets frequently with the design team and/or contractors to assure the needs of the client are being successfully translated into the design and construction documents using verbal and written skills. <br> 
· Thoroughly reviews construction documents for accuracy and completeness at the end of each phase and prior to proceeding to the next phase or into a contract or advertisement for a contract and assure that all associated documentation is completed in conjunction with the submittal of the documents. <br>
· Prepares technical project information including technical facility profiles and RFPs/RFQs. Oversees measurement and verification studies as applicable for projects, including energy projects. Oversees the development of assessments, audits, studies, evaluations, measurement and verification reports (including Preliminary Assessments and Investment Grade Audits). <br> 
· Provides support to and assists project directors during project development, auditing, project design, implementation, construction, measurement & verification and post construction phases. <br>
· Provides recommendations on project and procedure issues and advocates for the Administration’s energy-related initiatives and executive orders, DGS policies, goals, and initiatives to the management team and utilizing expertise and knowledge of capital outlay programs and client programs by utilizing knowledge, verbal, and written skills and Microsoft applications. <br>
· Provides program and project schedules to clients with updates as needed with input from stakeholders such as contractors, vendors, State agencies, and others by requesting schedule updates and consolidating into a master schedule using Microsoft Project. <br>
· Provides support to Project Director by assuring other people are meeting project schedules at the job site by visiting and reviewing work in relation to the schedule to compare and verify compliance. <br> 
· Facilitates the transition of projects from new start to schedule to internal review to external review to corrections to final approvals to filed for bids to award to construction to close out to acceptance as the person responsible for the project’s final success by taking leadership and acting on behalf of the PD III as the ultimate responsible authority for the projects delivery to the client. <br>
In order to perform complex project performance analysis and cost reconciliation for projects and make recommendations in accordance with the RESD policies, branch Guidelines, the Administration’s energy-related directives and executive orders, the State Administrative Manual (SAM) and the Public Contract Code (PCC): 
· Independently processes project management plans, service agreements, interagency agreements, contracts, payment requests, and reviews project cost expense issues with RESD service providers, divisional contract and accounting staff by utilizing ABMS reports, and Microsoft Office applications. <br>
· Performs complex project cost analysis such as the assessment of detailed project and contract expenditures, funding status, budget status, estimates, and reports by utilizing various ABMS based reports and other Microsoft Office applications such as Project and Power Point. <br>
· Coordinates the collection of vendor quotes and preparation of project funded purchase orders in order to facilitate the procurement of products, goods and services by advancing all required documentation. <br>
· Verifies receipt of products with client agencies and coordinate payment of invoices with Project Directors and dispute invoices as necessary by utilizing ABMS reports and Microsoft Office applications. <br>
· Validates energy reduction efforts at the client, vendor, and project level by advancing all documentation and reviewing all reporting requirements related to associated programs related to the advancement of Administrative and departmental goals and policies at the project level. <br>
· Provides evaluation of contractor’s performance by visiting site and reviewing work using the project’s construction documents with stakeholders such as the contractor, inspector, CM, clients, regulatory agencies, and others using job site meetings and inspections. <br>
r>

<br> 
In order to compensate contractors for services rendered and amend the value of the original contract due to scope change and release of contract retention to the contractor and escrow funds, in accordance with DGS Guidelines, the SAM and the Public contract Code: <br>
· Examines and analyzes the contractor’s schedule of values in relation to the scope of work to assure the amount of pay requested accurately represents the amount of work performed by coordinating with RESD staff, CM, or conducting a site visit and reviewing work and materials. <br>
· Review project related invoices pending payment to ensure billing accuracy and available funding using the ABMS. <br>
· Coordinate issuance of change orders with the Project Director (PD) utilizing estimators, inspectors, architects and engineers, A&E / CM consultants, job site visits, and proposals submitted by the contractor as approved by the PD by verifying available funding using the ABMS to generate change orders electronically. <br>
· Independently increase the approved contract value and reduce the contingency value budgets. Prepare escrow release letters using ABMS reports, Microsoft applications, and obtain appropriate signatures and distribute accordingly. <br>
<br> 
In order to close out purchase orders and contracts and disencumber committed project funds in accordance with SAM, the Public Contract Code and the division project closeout procedures and using contract staff:
· Reviews final completion contract, documents, reports for acceptance and obtains necessary signatures. <br>
· Reviews with vendors and contractors the sections of the contracts that are applicable to the projects close out procedures and submission of the Contractor’s Notice of Completion through meetings, phone calls, written, and email correspondence at the job site or in other meeting places. <br>
· Coordinates with RESD construction staff or contractors for final inspection by visiting job site to participate in punch list generation or review and quality review of contractor’s work to assure scope has been completed in preparation for the contract’s acceptance and beginning the project’s close out and final acceptance. <br>
In order to obtain qualified consultants and contractors for projects in accordance with the PCC, SAM and RESD policies, predetermined questions and rating criteria: <br>
· Assists in developing the Request for Qualifications (RFQ) and Request for Proposal (RFP) packages in accordance with department policy and guidelines using Microsoft Office applications. <br>
· Posts advertisement on BidSync by working with departmental contract staff. <br>
· Issues the RFQ, RFP, and addendums to prospective respondents utilizing accepted correspondence procedures and using Microsoft Office applications. <br>
· Participate in the review and scoring of the consultant submittals and make recommendations as to which consultant should be interviewed. <br>
· Coordinates and participates in the panel interviews with the qualified consultants and contractors and develop recommendation as to the most qualified candidate. <br>
<br>
In order to begin contract negotiations and award and execute the contract in accordance with the PCC, SAM, and RESD policies and procedures: <br>
· Coordinates contract negotiations between the Project Director and the Contractor by utilizing written correspondence, e-mail, telephone or verbal communication. <br>
· Ensures approved contract is encumbered in the project. <br>
<br>
In order to update the project status reports to produce accurate project history files utilizing Microsoft Office applications in accordance with the RESD needs, legislative requirements, and the SAM: <br>
· Composes the various project reports and ensure the timely submission of the reports as needed utilizing the Microsoft Office applications. <br>
· Prepares variety of correspondence, issue papers, and transmittals for the PD/COPM in order to disseminate information necessary to manage the overall construction process utilizing Microsoft Office applications in accordance with direction from the PD/COPM. <br>
Coordinates requests for project information such as Project Executive Summary Reports, Project Quarterly Report and Public Records Act Requests with various public entities, private entities, government agencies and the news media in order to provide information regarding project status utilizing the Microsoft Office applications and the ABMS in accordance with departmental policy guidelines. <br>
<br> 
Organizes and attends presentations and public review meetings in order to disseminate project information and obtain public comment regarding projects for the Governor, Legislature, City officials, County officials, neighborhood groups and local news media utilizing resources such as presentation boards, scaled models, handouts, and sample building materials in accordance with departmental policy and guidelines. <br>
<br>
In order to assist Project Directors, independently prepares project documents for energy, special repair and capital outlay projects, which include project descriptions, seismicity statement, presentation package, expenditures analysis, projected augmentation analysis and review of bond documents posted on web-based, coordinating efforts with State Public Works Board, STO, DOF and bond attorneys in order to sell lease revenue bonds utilizing Microsoft Office applications, ABMS in accordance with SAM and departmental policy and guidelines. <br>
> 
MARGINAL FUNCTIONS <br> 
Document and present administrative and processes and procedures utilizing Microsoft Office applications, VISIO software, and ABMS in accordance with State, departmental, division and branch policy and guidelines, SAM, California Government Codes, and Public Contract Codes. <br>
Performs analysis and recommends approval/denial of the Pooled Money Investment Board (PMIB) loan documents utilizing budget analysis and expenditure projection Finance (DOF) and the State Treasurer’s Office (STO) in order to request the annual interim financing of capital outlay project and prepare the transfer of fund documents upon DOF and STO in accordance with SAM.  Coordinate the PMIB loan documents with the Department of approval utilizing Microsoft Office applications in accordance with departmental policies, SAM and the Government Code. <br>
Knowledge and Abilities <br> 
Knowledge of: Principles of  planning and designing major public buildings and groups of buildings and architectural and building costs and materials; building codes; State capital outlay procedures and  budgeting; purposes,  functions  and construction programs  of State agencies; structural and mechanical engineering as related to buildings. <br>
<br> 
Ability to: Analyze construction programs and make appropriate recommendations; gather data, prepare reports and draw sound conclusions in the development of construction standards; establish and maintain cooperative relationships with those contacted in the work; speak and write effectively. <br> 
<br> 
DESIRABLE QUALIFICATIONS <br> 
· Demonstrated successful project management skills. <br>
· Demonstrated strong writing skills. <br> 
· Willingness to travel Statewide on short notice. <br>
· Interpersonal skills with an ability to interact effectively with architectural and engineering staff daily. <br>
· Knowledge of energy-related Administration goals, directives and executive orders. <br>
· Knowledge of LEED policies. <br>
· Knowledge of Microsoft Office Applications. <br>
· Knowledge of the DGS Activity Based Management System (ABMS) and RESD reports. <br>
· Knowledge of the Capital Outlay Accounting Processes. <br>
· Knowledge of Architectural Revolving Fund Process. <br>
· Knowledge of State Prompt Payment Policy. <br>
· Ability to exercise a high degree of diplomacy, tact, professionalism, initiative and independence. <br>
· Willingness and ability to multi-task in a stressful environment and perform completed staff work. <br>
· Ability to work effectively under tight time constraints, client demands and the pressure of multiple deadlines.
· Ability to analyze and evaluate information. <br>
· Ability to write comprehensively. <br>
· Ability to communicate with all levels of government, including representatives from the Governor’s office, executives, peers and customers. <br>
<br>
SPECIAL PERSONAL CHARACTERISTICS <br>
· Learn rapidly; follow direction. <br>
· Use good work habits such as punctuality, skill, neatness and dependability. <br>
· Dedication to job responsibilities. <br>
· Ability to provide exceptional customer service. <br>
· Willingness to be a team player. <br>
· Willingness to adapt to change. <br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES <br>
· Travel statewide several times per month including to remote locations. <br>
· Office environment, business dress – job site, casual and safety wear. <br>
· Present self professionally. <br>
· Ability to make formal presentations with good communication skills. <br>
· Customer service oriented. <br>
· Ability to use personal computer and Microsoft work, Excel, Outlook, Project, and cell phones or blackberry.

· Ability to view site conditions, read and comprehend proficiently; and speak and write in a clear and concise manner. <br>
· Ability to work under pressure. <br>
· Ability to communicate confidently and courteously with people of various levels in the private sector and within State government and with those whose work is being inspected, reviewed, or evaluated. <br>
· Ability to bend and carry light loads (such as construction documents). <br>
· Ability to climb steep steps, ladders, ships ladders, and work at heights. <br>
· Ability to visually observe on-site performance in loud, dirty, uneven, and fragrant conditions. <br>
· Ability to travel overnight by auto, air, and train and work overtime as needed. <br>



