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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

7853-OHR
ANALYST’S INITIALS

LAF
DATE

1-10-14


	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 Personnel Analyst 
	POSITION NUMBER

306-271-5142-933
	TENURE

 FORMDROPDOWN 
      
	TIME BASE

 FORMDROPDOWN 
      
	CBID

C01

	OFFICE OF

Human Resources
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY

APA
$4,400 – $5,508
    

	SEND APPLICATION TO:

Department of General Services

Attn: Eagen Patterson, OHR, 7th Floor 
MS 402
P.O. Box 989052

West Sacramento, CA  95798-9052




	REPORTING LOCATION OF POSITION

707 Third Street, 7th Floor
	

	
	SHIFT AND WORKING HOURS

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

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916)  371-2453
	PUBLIC PHONE NUMBER

(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE

Staff Services Manager I
	FILE BY

01-17-14


	PLEASE INDICATE RPA # 7853 ON YOUR APPLICATION 
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.

ESSENTIAL FUNCTIONS OVERVIEW 
Under the general direction of a Personnel Manager, the incumbent performs complex Classification and Pay analytical duties for DGS Offices and/or Boards & Commissions and is responsible for the full range of personnel analysis duties for assigned divisions. Reviews and approves hiring packages; makes recommendations to managers and supervisors on a wide variety of Human Resources issues; researches personnel laws and rules and makes recommendations applying good personnel management practices.  The incumbent is accountable for quality service and initiates or recommends changes promoting solutions for meeting customer needs.  The incumbent may act as lead analyst for other staff. 
For a complete Duty Statement, please select the following link: Duty Statement 

DESIRABLE QUALIFICATIONS 

· Demonstrated experience in human resources-related work. 

· Demonstrated experience analyzing human resources situations and adopting effective course of action (presenting all alternatives; pro and con). 

· Demonstrated experience in analyzing and interpreting human resources laws, rules, and regulations. 

· Demonstrated ability to maintain confidentiality of sensitive human resources-related work, information, and systems.

· Demonstrated experience in providing quality human resources customer service at the executive level.

· Demonstrated experience working with the automated Activity Based Management System (ABMS).
· Demonstrated experience interacting with control agencies and their automated systems, e.g., SPB, CalHR, SCO, CalPERS, DOF, etc. 

· Demonstrated excellent organizational skills.  

· Demonstrated ability to focus attention to detail and follow-through.  

· Demonstrated ability to take initiative and work independently on assigned tasks and responsibilities.

(continued on next page)



	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 Personnel Analyst      
	POSITION NUMBER

306-271-5142-933
	RPA NUMBER

7853-OHR
	FILE BY

01-17-14

	INTERPERSONAL SKILLS 
· Excellent oral and written communication skills.
· Ability to work cooperatively with others or independently
· Receive and follow verbal/written direction from supervisors.
· Positive attitude, open-mindedness, flexibility and tact.
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES 
· Ability to perform efficiently and effectively under deadlines and pressure.
· Dress in accordance with an office environment.
· Select, access, and use necessary information, data, and communications-related technologies such as personal computer applications, telecommunications equipment, Internet, voice mail, etc.
· Multi-task with changing priorities. 
SELECTION CRITERIA - The selection criteria will be in the following order: 
· SROA/Surplus eligibles will be considered prior to other recruitment methods. 
·  Transfers or reinstatements may be considered.  >
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. 
HOW TO APPLY

If interested, please submit a completed standard State application (Std. 678) and any other relevant documents (cover letter, resume, etc.) to the address listed.  Please include RPA # 7853 on your application.



