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	EMPLOYMENT

       OPPORTUNITY
	RPA # 

7933-LEG
ANALYST’S INITIALS 
DER
DATE

4/28/14


	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 Governmental Program Analyst
	POSITION NUMBER

306-104-5393-xxx
	TENURE

PERMANENT     
	TIME BASE

FULL TIME     
	CBID

R01

	OFFICE OF

Executive – Office of Legislative Affairs 
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY

$4,400 
TO
$5,508
    

	SEND APPLICATION TO:

Department of General Services

Attn:  Yvonne Newton
Executive Office
707 Third Street, 8th Floor

P.O. Box 989052

West Sacramento, CA  95798-9052
	REPORTING LOCATION OF POSITION

707 Third Street,  West Sacramento
	

	
	SHIFT AND WORKING HOURS

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

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916)  376-5025
	PUBLIC PHONE NUMBER

(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE

Staff Services Manager II, Legislative  Affairs
	FILE BY

UNTIL FILLED


	All work is to be performed in accordance with all applicable federal and State laws, rules, Government Code and other statutory mandates, regulations and/or guidelines of the State Personnel Board, California Department of Human Resources (CalHR), State Administrative Manual (SAM), Department of Finance, and the Department of General Services (DGS).

DGS’s Core Values and Employee Expectations are essential 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, while protecting the interests of the State of California”.  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.

Under general supervision of the Staff Services Manager II (SSM II) of the Office of Legislation, the incumbent performs a full range of analytical duties related to preparing legislative analyses and Enrolled Bill Reports, representing the views of DGS and the Administration before the Legislature, responding to legislative inquiries, advising senior staff, and reviewing legislative reports.
SELECTION CRITERIA – The selection criteria will be in the following order:
· SROA/Surplus eligible 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.
ESSENTIAL FUNCTIONS 
Under the general direction of the SSM II and in order to develop bill analyses and Enrolled Bill Reports on legislation affecting DGS or assigned to DGS for review:

· Conducts extensive research on existing law, legislative and program history, support and opposition, and other relevant background, obtaining and evaluating information from written/online information sources, the author’s office, sponsor, committee consultants, DGS program staff, state agencies, and other interested parties.

·  Analyzes the legal, policy, operational, and fiscal implications of legislation, both independently and in collaboration with subject-matter experts in DGS programs.

· Writes completed bill analyses and Enrolled Bill Reports that clearly and effectively explain the relevant issues and recommends appropriate action by the Governor’s Office.
· Drafts proposed amendments as necessary, both independently and in collaboration with subject-matter experts in DGS programs.
· Drafts proposed amendments as necessary, both independently and in collaboration with subject-matter experts in DGS programs.



	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) 


	 CLASS TITLE

Associate Governmental Program Analyst
	POSITION NUMBER

306-104-5393-xxx
	RPA NUMBER

7933-LEG
	FILE BY

UNTIL FILLED

	ESSENTIAL FUNCTIONS (continued)

In order to represent the views and interests of DGS and the Administration before the Legislature:

· Provides expert testimony before legislative committees, in accordance with Administration protocol and guidance.

· Serves as the DGS liaison with legislators, legislative staff, and other interested parties to lobby on behalf of DGS’ approved positions on bills, including DGS-sponsored legislation.
· Communicates DGS’ views, concerns, and technical comments on bills and legislative proposals to legislators, their staff, and other interested parties, in accordance with Administration protocol and guidance.

Under supervision, in order to enable the Director, Executive Staff, and program staff to make informed decisions on policy, operational, and legislative issues, provides expert consultative services by:

· Recommending specific issues, actions, and strategies to top management based on a synthesis of research and analytical findings, policy considerations, and knowledge of legislative dynamics and the legislative process.

· Identifying policy and operational issues of potential legislative concern, consulting and advising relevant decision makers, and providing specific recommendations as appropriate.
In order to respond to inquiries from legislators, their staff, and committee consultants and provide excellent customer service to the Legislature:

· Researches and responds to inquiries on a broad range of policy, operational, fiscal, and constituent issues, often on short deadlines.

· Provides timely, accurate information in a way that shows responsiveness and promotes DGS’ credibility.

· Identifies, interprets, and clarifies questions that may be confusing, use incorrect terminology, or reflect mistaken beliefs and assumptions, while showing patience and respect to the requester.

· Provides a level of background, explanation, and detail appropriate to the requester and his/her information needs.

In order to ensure the quality of DGS’ legislative proposals, reports, and correspondence:

· Researches, writes, and edits legislative proposals for review by DGS management and the Administration.

· Reviews and edits draft reports to the Legislature so that they are ready for approval by DGS management or the Governor’s Office, as applicable.

· Researches, drafts, and edits official correspondence to the Legislature in support of DGS’ approved positions on bills, to fulfill reporting requirements, and in response to inquiries requiring a response from the Director or other senior staff.

In order to give immediate quality customer service to the Governor’s Office, Government Operations Agency, Legislature, DGS management, and Department of Finance:

· Responds promptly to inquiries and assignments, often on short notice, including calls and emails received at night and on weekends.

MARGINAL FUNCTIONS

Performs analytical duties on projects as may be assigned, including special projects for the Director and other members of the DGS Management Team.

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; government functions and organization; and methods and techniques of effective conference leadership.

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 orally 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; coordinate the work of others, act as a team or conference leader, and appear before legislative and other committees.

DESIRABLE QUALIFICATIONS
· Understanding of the legislative process, experience working with the Legislature, and ability to manage/navigate complex relationships in the Capitol.
· Experience performing complex work related to the analysis of laws, regulations, policies, and/or proposed legislation.
· Expertise in one or more of the following fields: real estate management, procurement, contracting, fleet management, administrative adjudication, public school construction finance, building standards, architecture, and the construction of public buildings.
· Strong writing skills, including the ability to write persuasively.
SPECIAL PERSONAL REQUIREMENTS

· Demonstrated ability to act independently, open-mindedness, flexibility, and tact.
INTERPERSONAL SKILLS

· Communicate effectively with individuals from varied experiences, perspectives, and backgrounds, including in situations involving disagreement or conflict.
· Work cooperatively with other members of the team.
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES

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

· Consistently demonstrate sound judgment, diplomacy, and ability to properly handle sensitive and confidential assignments and information.

· Show accuracy, diligence, and resourcefulness in obtaining needed information.

· Show independence, initiative, and consistent follow-through in carrying out assigned responsibilities.

· Regular use of personal computer, the Internet, and Microsoft Word, Excel, and Outlook.

·  Appropriate attire for professional office environment.


