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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

OAH-7998
ANALYST’S INITIALS

KJM 
DATE

05/05/14


	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
306-657-5393-xxx

	TENURE

Permanent 
	TIME BASE

 FORMDROPDOWN 
 
	CBID

R01

	OFFICE OF

Administrative Hearings
	LOCATION OF POSITION (CITY or COUNTY)

 Sacramento

	 FORMDROPDOWN 
 SALARY

AGPA
     $4,400 - $5,508
SSA
A  $2,817 - 3,529
B  $3,050 - 3,819
C  $3,658 – 4,579

	SEND APPLICATION TO:

Office of Administrative Hearings
2349 Gateway Oaks Dr. Suite 200
Sacramento,  CA  95833
Attn:  Lucia Brambila 

	REPORTING LOCATION OF POSITION

 2349 Gateway Oaks Drive, Suite 200
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 8:00 AM - 5:00 PM
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916)  263-0550
	PUBLIC PHONE NUMBER

(   )  
	POST & BID FILE BY:

	
	SUPERVISED BY AND CLASS TITLE

Phoenix Vigil, Staff Services Manager I
	FILE BY
05/15/14


	><e>WILL CONSIDER FILLING AT THE STAFF SERVICES ANALYST LEVEL
INDICATE RPA #7998

This is a job announcement for the Administrative Services Division, Office of Administrative Hearings located in Sacramento.  If you are interested, please submit a completed State Application (STD 678), and resume, to the address above.  Specify RPA #7998 and state your eligibility (e.g. lateral transfer) in the explanations box on the application.  If eligibility based on employment list, please submit copy of exam results.  Applications received without this information will not be considered for review nor will e-mailed applications be considered for review.  
<BK>BR>
The Department of General Services’ (DGS) and Office of Administrative Hearings’ (OAH) Core Values and Employee Expectations are key to the success of OAH’s Mission.  That mission is to “provide a neutral forum for fair and independent resolution of administrative matters, ensuring due process and respecting the dignity of all.”  DGS/OAH employees are to adhere to OAH’s Core Values and Employee Expectations, and to perform their duties in a way that exhibits and promotes those values and expectations.
SELECTION CRITERIA<BR>
If interested, please submit a completed employment application, STD. 678 to the above address.  

· SROA/Surplus employees are encouraged to apply.  <b>Please include a copy of your SROA documentation</b><>
· 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’ employment list.  <b
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled.

All work is to be accomplished in accordance with the laws, rules, regulations and/or guidelines of the Department of General Services and State Administrative Manual, the Department of Finance Budget Letters, the Governor’s Executive Orders, the Office of Fiscal Services (OFS) and the guidance of OAH Management, utilizing the OAH Case Management System, Microsoft applications, and Activity Based Management System (ABMS) reports.

ESSENTIAL FUNCTIONS
In order to ensure expenditures are correct and charged appropriately to OAH Programs, the incumbent works closely with OAH management, following the above guidelines:

· Serves as liaison between OAH and DGS Budget Office.




	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
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	 CLASS TITLE

Associate Governmental Program Analyst
	POSITION NUMBER

306-659-5393-xxx

	RPA NUMBER

OAH-7998 
	FILE BY


05/15/14

	· Develops and maintains a Budget Procedures desk manual by writing, researching, updating and compiling necessary policy and procedure information.

· Reviews monthly budget reports for accuracy using ABMS reports and Excel.

· Analyzes expenditure inconsistencies and makes recommendations for resolution by meeting with OAH Management and discussing options to correct the identified problems. 

· Monitors line item authority controls by tracking line item overages in ABMS and resolves overages by requesting DGS OFS to provide budget allotment transfers.

· By analyzing OAH expenditures to date, anticipated expenditures, and allowing for emergency expenditures, verifies availability of funding for purchase orders and contracts, and signs off prior to execution of documents.

· Identifies OAH expenditure trends for use in budget projections by researching historical OAH fiscal data.

· Researches high level and sensitive issues and makes recommendations on those issues to OAH management.  Drafts responses to requests for information from the Governor’s Office, Legislature, Agency, and DGS.

· Consults with and advises OAH Management on various budget issues.
In order to develop a Financial Plan and monitor the budget under the guidance of OFS and OAH Management:

· Conducts cost studies to determine appropriateness of fees charged to OAH clients.

· Conducts cost analyses of programs to determine if OAH is recouping its costs.

· Monitors and coordinates the annual budget process by setting up a schedule and working with OAH management and OFS to finalize and submit completed budget information.

· Provides position information on billable and non-billable positions and billable hours in the annual budgeted rate calculations.

· Makes recommendations to OAH Management regarding realignment of budget line items by researching historical expenditure information, identifying past trends and meeting with OAH Management to discuss the needs for the current budget process.

· Prepares Budget Change Concepts and Budget Change Proposals on an as-needed basis.

· Reviews OAH BCPs/Provisions for content and proper format by comparing with the Budget Letter guidelines.

In order to keep OAH Management and Division Presiding Administrative Law Judges up-to-date on the status of OAH operations comparing projected and actual expenditures, revenue and billable hours:

· Compiles and reviews financial data for accuracy.

· Updates and distributes budgetary, revenue and expense, and billable hours reports to OAH Management.

· Develops ad hoc reports and financial spreadsheets for analysis and reporting upon request by OAH Management. 

· Prepares budgetary information for and participates in meetings with OAH Management and new client agencies to apprise participants of current billables and expenditures. 

· Prepares charts and graphs for presentations and OAH Management meetings on budgetary analyses and OAH’s financial picture.

· Develops, prepares, and distributes workload statistical reports analyzing the ability of the Administrative Law Judges and calendaring staff to timely process the cases filed and other case related documents and processes.  These reports allow OAH’s management to effectively reach optimum staffing levels and to make decisions relating to individual workloads.

· Monitors and prepares reports of contracting expenses for specific contracts including, but not limited to contracts with the California Department of Corrections and Rehabilitation, Department of Rehabilitation, and Department of Developmental Services. 

In order to ensure the health, safety and welfare of OAH employees and visitors to OAH facilities and OAH is in compliance with CalOSHA statutes and regulations:

· Serves as OAH’s Emergency Coordinator.

· Provides advice, guidance and support to OAH Management and regional offices on the development of health and safety issues.

· Develops written operational procedures for OAH emergency operations in all five OAH offices.

· Conducts research and analysis to ensure that OAH has appropriate emergency measures in place in the event of an emergency situation. 

· Conducts research and analysis to ensure that OAH has appropriate emergency provisions in the event of an emergency situation. 

· Coordinates emergency and safety drills.

· Participates as a member of OAH’s Security Team.

· Compiles and analyzes OAH’s accident and injury statistics and prepares OAH’s report on OAH’s Injury and Illness

Prevention Program.

In order to assist OAH with the implementation of its internal policies and procedures relating to the monitoring of OAH’s financial status:
· Works closely with management in developing and implementing short and long-term goals for the organization.

· Ensures that OAH’s budgetary and financial policies and procedures are uniform and aligned with statutes, regulations and pertinent case law to the extent applicable. 

· Participates in decision-making discussions relative to improving office operations by identifying and analyzing cost-saving and more efficient methods to achieve OAH’s mission, vision and goals.

· Develops a positive and collaborative relationship with outside agencies.

MARGINAL FUNCTIONS

Performs the following activities at OAH Management’s request:

· Responds to special budget drills by gathering and compiling the requested information using the OAH Case Management System, the ABMS database, and other appropriate fiscal reports.

· Ensures the ALJs’ yearly State Bar Dues statements are received, processed and paid timely and in accordance with OFS rules.

· Serves as Approving Officer of OAH CalCard purchases following policies outlined in the DGS CalCard manual. 

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; and government functions and organization; 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

· Excellent organizational skills and work habits including initiative, good judgment, dependability, punctuality and attendance.
· Excellent oral and written communication skills.
· Ability to work in a team environment.
SPECIAL PERSONAL CHARACTERISTICS 

· Willingness as a learner to do routine or detailed work in order to learn the practical application of administrative principles.  

· A demonstrated interest in assuming increasing responsibility; mature judgment; tact and discretion.

· Ability to multitask effectively and efficiently, meet deadlines, and quickly evaluate and prioritize work.

Work Environment, Physical or Mental Abilities

· Office environment, business dress, according to current policy.
· Daily use of a personal computer and related software applications at a workstation.
· Legal work environment that is fast-paced with many deadlines.



