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	EMPLOYMENT
       OPPORTUNITY
	1.  RPA #
8040 -ETS
ANALYST’S INITIALS
AIO
DATE
3/17/2014



	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
Data Processing Manager III
	POSITION NUMBER
306-072-1393-007
	TENURE
[bookmark: Dropdown1] 
	TIME BASE
[bookmark: Dropdown4] 
	CBID
M01

	OFFICE OF
Enterprise Technology Solutions
	LOCATION OF POSITION (CITY or COUNTY)
West Sacramento
	 SALARY

$7,118
TO
$8,486


	SEND APPLICATION TO:
Department of General Services
P.O. Box 989052
MS 300
West Sacramento, CA  95798-9052
Attn:  Mindy Graybill
	REPORTING LOCATION OF POSITION
707 3rd Street, 3rd Floor
	

	
	SHIFT AND WORKING HOURS
 - 8:00 a.m. to 5:00 p.m.
	

	
	WORKING DAYS, SCHEDULED DAYS OFF
[bookmark: Text78][bookmark: Text79][bookmark: Text80]MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER
(916)  375-4786
	PUBLIC PHONE NUMBER
(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE
Rebecca Skarr Chief Information Officer
	FILE BY
4/1/2014


[bookmark: _GoBack]
	Please reference RPA #8040- ETS on your State application<br>
<br>
SELECTION CRITERIA - - <br>
· Please submit a completed State Application (STD 678) and resume to the address above<br>
· SROA/Surplus employees are encouraged to apply. <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’ employment list<br>
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. <br>
<br>
The Department of General Services’ (DGS) Core Values and Expectations of Supervisors and Managers 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 managers and supervisors are to adhere to the Core Values and Expectations of Supervisors and Managers, and to exhibit and promote behavior consistent with those values and expectations. <br>
<br>
This position is designated under the Conflict of Interest Code. The position is responsible for making, or participating in the making of governmental decisions that may potentially have a material effect on personal financial interests. The appointee is required to complete form 700 within 30 days of appointment. Failure to comply with the Conflict of Interest Code requirements may void the appointment. <br>
<br>
Enterprise Technology Solutions is searching for an energetic, innovative, forward-looking, multi-skilled Information Technology (IT) executive capable of leveraging the skills of talented IT professionals and exceeding the needs of a diverse group of stakeholders. <br>
<br>
The ideal candidate is a master strategic planner committed to being an integral part of a lean team and has a demonstrated success record of spear-heading and successfully deploying IT application products.  Additionally, this individual will have an unbridled enthusiasm for technology, projects, people, and architecting DGS’ IT future. <br>
<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
Data Processing Manager III
	POSITION NUMBER
306-072-1393-007
	RPA NUMBER
8040 - ETS 
	FILE BY
	4/1/2014

	
DUTIES<br>
Under the general direction of the Chief Technology Officer, DPM IV, the DPM III is responsible for the management and support of departmental custom and commercial off the shelf (COTS) technologies. <br>
<br>
ESSENTIAL FUNCTIONS <br>
Application Management:  In order to ensure effective operation of the Enterprise Application Management section, the incumbent plans, organizes, directs and controls the daily activities in support of  DGS custom and commercial applications by providing direction, guidance, and leadership to subordinate staff, in accordance with DGS policies, procedures and processes for IT management: <br>
· Assigns workload to subordinate staff and provides comprehensive expectations on assignments, tasks and desired outcomes. <br>
· Provides on-the-job training, methods, priorities and deadlines and approves formal training necessary for managers and staff to perform tasks effectively. <br>
· Builds collaborative relationships with customers by engaging them formally and informally to talk about their application enhancement and maintenance needs. <br>
· Provides on-the-job training, methods, priorities and deadlines and approves formal training necessary for managers and staff to perform tasks effectively. <br>
· Builds collaborative relationships with customers by engaging them formally and informally to talk about their application enhancement and maintenance needs. <br>
· Accountable for ensuring adequate progress is made towards successful completion of assignments, using input from supervisors and redirecting resources as necessary. <br>
· Responsible for managing contracts for IT deliverables with private sector vendors and client agencies for technology services and products. <br>
· Manages call center/help desk issues assigned to the section using DGS standard help desk monitoring tool (Remedy), ensuring incidents are addressed timely and accurately. <br>
· Accountable for ensuring timely and accurate input into the DGS Application Portfolio, with assessments of applications usage and recommendations for future direction. <br>
<br>
Processes and Procedures:  In order to manage ETS’s application services most efficiently,  the incumbent recommends, implements and monitors processes and procedures by using knowledge of, and having access to, current and changing technology practices and trends gleaned from other DGS ETS Sections, other State departments and best practice research: <br>
· Formulates, revises, and recommends technology processes and procedures that are consistent with the State’s IT governance model to ensure compliance with laws, regulations, and the above State IT policies, procedures and guidelines for development, enhancement and maintenance of IT systems, by researching industry best practices and lessons learned, existing and changing laws, regulations, polices and governance guidelines. <br>
· Trains and counsels managers and staff on proper IT management policies and procedures and consistency in application of state laws, regulations, IT governance. <br>
· Monitors software development and acquisition process and incorporates required changes to ensure continual improvement. <br>
<br> 
Strategy and Planning:  In order to ensure the section is following the program goals and objectives of ETS and the department: <br>
· Responsible for developing and maintaining the Enterprise Application Management Section’s business plan, using industry standard planning methodologies in order to meet current and anticipated business needs, ensuring the plans are in alignment with departmental IT and DGS business strategic plans. <br>
· Establishes and implements short and long-term organizational goals and objectives; monitors and evaluates operational effectiveness and continuously implements process improvements. <br>
· Establishes performance metrics, defines the relationship to the business plan and communicates those measurements to staff, peers and management. <br>
· Communicates program IT strategies, goals, objectives and expectations to staff, peers and management. <br>
· Responsible for managing annual section budget and section finances in collaboration with the IT budget analyst. <br>
· Negotiates and develops Service Level Agreements with internal clients for information technology services<br>
· Works with other ETS management, CIO and Enterprise Architects to prioritize and coordinate planning efforts across all sections of ETS. <br>
<br>
Project Leadership:  In order to develop and implement application solutions to meet business and technologic needs, , the incumbent,  utilizing project management, communication, negotiation and leadership skills in accordance with the Administration’s direction, statewide IT governance models, laws, rules, the above IT policies, procedures and guidelines: <br>
· Conducts, attends, and participates in project committee meetings and briefings with executives, client representatives, Office/Branch Chiefs, and executive level management for project sponsorship and direction. <br>
· Reviews and approves  project charters, scope, budget and timelines to ensure they meet administration and business critical goals and objectives. <br>
· Reviews and approves project deliverables to ensure they meet stated project objectives. <br>
· Ensures IT security for projects maintaining the integrity and confidentiality of personal and enterprise data. <br>
· Troubleshoots issues that become a barrier to the completion of the project being on time, within budget and/or within scope. <br>
· Oversees the performance of contractors, consultants and vendors hired on projects, in order to ensure that desired levels of service are provided. <br>
<br>
Communication: In order to establish and maintain effective communication channels and to represent ETS on current application management issues, the incumbent: <br>
· Attends and participates in meetings and briefings with the  Director, Chief Deputy Director, Chief Information Officer, Deputy Directors, Client Executives, Office/Branch Chiefs, and executive level management. <br>
· Establishes and maintains cooperative relationships within the office, department and with other state agencies through presentations, forums, meetings and other forms of communications. <br>
· Informs the ETS executive and peer managers of Enterprise Application Management activities and their impacts on the office and department. <br>
· Represents the Enterprise Application Management Section at meetings and conferences on IT management issues. <br>
<br>
Administrative and Supervisory Responsibilities<br>
Employee Leave Accounting:  In order to maintain an accurate reporting to the State Controller’s Office (SCO) for issuance of correct payroll warrants of staff time and accurate reporting for activities of internal overhead distribution through the use of the Project Accounting and Leave (PAL) system in accordance with DGS policies and guidelines, Memorandum of Understanding provisions and State Personnel Board and Department of Personnel Administration laws and rules: <br>
· Grants or denies staff requests for time off or request to work overtime<br>
· Ensures staff has sufficient leave credits available for requested leave<br>
· Approves PAL entries for staff on dock or AWOL on or before the designed SCO payroll cut-off date (to ensure correct issuance of SCO warrant for payday) <br>
· Approves or disapproves PAL entries for staff within three working days after the completion of the pay period (to ensure correct issuance of SCO warrants and proper recording of time spent on work for internal clients) <br>
<br>
Employee Performance<br>
In order to effectively manage, coach, and direct subordinate staff in accordance with DGS constructive intervention process, Office of Legal Services (OLS) direction, and established personnel, equal employment opportunity, and MOU provision, policies, rules, and regulations: <br>
· Identifies performance expectations utilizing probationary reports and/or Individual Development plans and convey expectations to the employee via written and verbal communication/direction. <br>
· Monitors performance through various production documents, supervisor’s daily reports, personal observations, one-on-one meetings and by following-up with employee to ensure that performance expectations are being met. <br>
· Provide feedback to employees on performance noting exceptional performance as well as areas of improvement through regular discussions. <br>
· Sustain employee performance using the departmental constructive intervention and progressive discipline principles and processes. <br>
· Assesses and provides staff training, methods, priorities and deadlines and approves formal training plans necessary to perform tasks effectively<br>
· Prepares daily, weekly and monthly management unit reports to Section Manager/CTO using established ETS forms and report formats. <br>
<br>


Staffing Level Responsibilities<br>
In order  to maintain adequate staffing levels for Enterprise Application Management: <br>
· Assists  in the recruitment of staff<br>
· Participates in interview panels<br>
<br>
MARGINAL FUNCTIONS<br>
Conducts analysis and writes reports on a number and variety of policy, planning and administrative issues to meet the policy formulation, planning, procurement, budget and personnel services needs of the department, utilizing inputs from staff, clients, peers and independent research in accordance with the direction of the DGS CIO, the department’s executive management, and applicable sections of SAM, SIMM, IT MM’s, and IT BL’s. <br>
<br>
KNOWLEDGE AND ABILITIES<br>
Knowledge of:  <br>
Principles, practices, and trends of public administration, including management, organization, planning,
cost/benefit analysis, budgeting, and project management and evaluation; employee supervision, training, development and personnel management; current computer industry technology and practices; principles of data processing systems design, programming, operations, and controls; State level policies and procedures  relating to EDP; the department's goals and policies; department's Affirmative Action Program objectives; a manager's role in the Affirmative Action Program and the processes available to meet affirmative action objectives.  <br>
<br>	
Ability to: <br>
Develop and evaluate alternatives, make decisions and take appropriate action; establish and maintain priorities; effectively develop and use resources; identify the need for and assure the establishment of appropriate administrative procedures; plan, coordinate and direct the activities of a data processing staff; make effective use of interdisciplinary teams; reason logically and creatively and use a variety of analytical techniques to resolve managerial problems; present ideas and information effectively, both orally and in writing; consult with and advise administrators and other interested parties on a variety of subject-matter areas, translating technical data processing terms into everyday language; gain and maintain the confidence  and cooperation of others; and effectively contribute to the department's affirmative action objectives. <br>
<br>
DESIRABLE QUALIFICATIONS<br>
· Experience related to the business analysis, procurement, implementation and upgrade of enterprise level commercial off the shelf technology. <br>
· Experience with Departmental Enterprise Resource Planning Software such as Oracle, Peoplesoft or SAP. <br>
· Experience managing teams utilizing Microsoft development tools including Team Foundation Server, Visual Studio, Sharepoint and Microsoft SQL databases. <br>
· Experience with large scale commercial and custom application upgrades, including platform, OS and database level changes. <br>
· Experience related to the use of system development life cycle methodology. <br>
· Experience managing and evolving a large application portfolio. <br>
· Knowledge and experience in IT Service Management best practices, such as ITIL. <br>
· Ability to manage complex project cycles<br>
<br>
SPECIAL PERSONAL CHARACTERISTICS<br>
· Positive attitude and self-confidence<br>
· Ability to work well independently and in groups; receptive to ideas from Executive Management, staff, and clients<br>
· Ability to take initiative; be detail-oriented and strive for efficiency and excellence<br>
· Ability to identify, define and articulate issues and risks also track, and facilitate and monitor their resolution<br>
<br>
INTERPERSONAL SKILLS<br>
· Ability to act tactfully in difficult situations; negotiate and resolve issues without confrontation<br>
· Effective communication skills<br>
· Ability to make oral presentations at the appropriate level<br>
· Demonstrated ability to act independently with flexibility and tact<br>
· Ability to lead and motivate staff and team members and work cooperatively with all levels in the organization<br>
<br>
ADDITIONAL DESIRABLE QUALIFICATIONS<br>
· Knowledge of the DGS technology environment <br>
· Previous experience working at the departmental level interacting with executives and staff<br>
· Ability to translate technology and business trends into leadership vision<br>
· Represent the department, both within and outside the organization, and gain support for departmental goals<br>
· Lead team-building efforts<br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES REQUIRED TO PERFORM DUTIES<br>
· Fast-paced and fluid professional office environment that requires strong leadership, teamwork, and ability to meet <br> deadlines and tolerate stress<br>
· Appropriate dress for professional office environment<br>
· Frequent daily use of a personal computer, related software applications, and various peripherals at a workstation<br>
· Requires carrying a mobile phone and/or pager during and after business hours in order to respond to IT service outages<br>
· Occasional travel alone locally for meetings and occasionally out of town<br>
· May require some weekend and evening work<br>
<br>
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