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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

8071-DSA
ANALYST’S INITIALS

LEW
DATE
3/10/14


	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

Staff Services Analyst
	POSITION NUMBER

718-599-5157-902

	TENURE

Permanent
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R01

	OFFICE OF

Division of the State Architect 
	LOCATION OF POSITION (CITY or COUNTY)

                          SACRAMENTO
	 FORMDROPDOWN 
 SALARY

SSA
Rg A: $2,817 – 3,529
Rg B: $3,050 – 3,819

Rg C: $3,658 – 4,579


	SEND APPLICATION TO:
Division of the State Architect
Human Resources
1102 Q Street, Suite 5100

Sacramento, CA 95814

Attention:  Salina Hernandez
	REPORTING LOCATION OF POSITION

                        1102 Q Street, Suite 5200

	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 8:00am to 5:00 pm 
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	HR/PL PHONE NUMBER

(916)  341-6999
	PUBLIC PHONE NUMBER

  (916)  445-8100
	POST & BID FILE BY: 

     

	
	SUPERVISED BY AND CLASS TITLE
Chester Widom, State Architect 
	FILE BY

3/20/14

	<strong> Please indicate RPA number 8071 on your state application </strong> <br>
The Department of General Services’ (DGS) Core Values and Employee Expectations are keys 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>
SELECTION CRITERIA - - <br>
· Please submit a completed State Application (STD 678). <br>
· SROA/Surplus employees are encouraged to apply and will be considered prior to other recruitment methods. <br>
· 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> 
<br>
DUTIES<br> 

Under the direction of the State Architect, the incumbent independently conducts complex and highly sensitive special projects and analytical studies for the Executive Office with a high degree of initiative, confidentiality, creativity, and originality.  Acts as liaison with the DSA regional offices and the DGS Executive Office.br
<br> 

ESSENTIAL FUNCTIONS <br>
The incumbent shall promote and be accountable for customer satisfaction and quality service and will initiate or recommend changes that promote innovative solutions to meet customer needs. <br>
<br> 
All duties will be accomplished in accordance with Education Code 17304, DSA procedures, rules and technical guidelines, the published directives within the Government Code (GC), California Code of Regulations (CCR), DGS Manuals, Civil Code (CC), Labor Code (LC) and Building and Professions Code (B&PC) and compliance with DSA Strategic Plan and DGS policies and memorandums.  <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

Staff Services Analyst
	POSITION NUMBER

718-599-5157-902
	RPA NUMBER

8071-DSA
	FILE BY


3/20/14

	In order to provide assistance to the State Architect and to the Chief Deputy Director in meeting obligations to the Department, stakeholders, clients, and DSA staff, independently analyzes, processes, and prioritizes sensitive administrative assignments according to department policy and procedure:  <br> 

· Analyzes various complex, confidential and sensitive departmental, executive, administrative or specific program-related issues, by gathering data, researching historical files and utilizing a variety of resources, including the Internet, E-tracker, DSA policies and procedures, California Building Codes, applicable government codes and state regulations to develop alternatives and make recommendations to resolve discrepancies, eliminate inconsistencies and streamline processes. <br> 

· Participates and monitors the implementation of best practices for key business processes by working with the metrics unit to ensure the timely and accurate collection and reporting of statistical data for Executive management.  <br>
· Ensures compliance of the DSA operations with Administrative Order 05-06 by administering the Statement of Economic interest process for all employees designated Conflict of Interest.  Assists staff in the interpretation of Fair Political Practices Commission guidelines, seeks clarification if needed, and submits packages annually to DGS /FPPC. <br>
<br> 

Independently performs comprehensive research and provides analytical and consultative guidance for highly sensitive special projects requiring confidentiality, under the direction of the Executive Team: <br>
· Organizes and monitors new initiatives such as the Inspector Score Card. <br>
· Directs special projects and proposes recommendations for action based upon research and analysis.  Generates reports, issue papers, spreadsheets, and other documents to management, as requested. <br>
· Coordinates with the DGS Public Affairs Office to create and monitor social media efforts. <br>
· Independently monitors the SB 1186 communication in-box to evaluate, research, and coordinate responses to stakeholders.  <br>
· Prepares briefing papers with background information to assist the State Architect and the Chief Deputy Director in meeting obligations to the Department. <br>
· Independently analyzes, processes, and prioritizes sensitive administrative assignments according to department policy and procedure. <br>
<br>r

In order to promote the continuous improvement of efficiency and effectiveness of the DSA processes and practices: <br>
· Acts as the liaison for all the DSA offices to ensure streamlined processes and new procedures are consistently implemented across all offices. <br>
· Reviews, analyzes, and monitors all incoming workload for trends and works with the management team to make resource adjustments to ensure mission critical functions are met.  <br>
· Creates and distributes reports to ensure timely completion and follow-up to action items. <br>
· Participates in the ongoing outreach to design professionals. <br>
<br> 
MARGINAL FUNCTIONS <br>
Serves as a back-up receptionist in the Executive Office and provides clerical support to the Executive Team in the absence of the receptionist in order to ensure that the Executive Team’s administrative needs are met utilizing knowledge of the DSA program and modern office practices.  <br>
<br>
KNOWLEDGE, SKILLS, AND ABILITIES  <br>
Knowledge of: Principles, practices, and trends of public and business administration, management, and supportive staff services such as budgeting, personnel, and management analysis; governmental functions and organization. <br>
<br> 
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. <br>
<br> 
DESIRABLE QUALIFICATIONS <br> 
· Proficiency with personal computer and appropriate software programs and the internet; Experience in writing manuals, technical documents, and/or publications. <br> 
· Experience in analyzing and interpreting laws, rules and regulations. <br> 
· Ability to write in a clear and concise manner. <br> 
<br> 
SPECIAL PERSONAL CHARACTERISTICS <br> 
· Familiarity and sensitivity to the priorities, mission and goals of the Administration, and Department. <br>
· Effectively manage multiple and conflicting priorities, meet mandated timelines. <br> 
· Handle sensitive and confidential assignments with tact and diplomacy. <br> 
· Ability to effectively handle stress. <br> 
<br> 
· WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES <br> 
· Professional office environment, appropriate business attire required. <br> 
· Daily use of a personal computer and related applications and peripherals at a workstation. <br> 
· Significant hours entering data on the computer may be required for some projects. <br> 
· Use of phone, fax, copiers and general office equipment. <br> 
· Occasional use of cell phone, pagers, and laptop computer. <br> 



