	
	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

8101, 8102 - DSA
ANALYST’S INITIALS

LEW
DATE

5/5/14

	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/Staff Services Analyst 
2 positions available
	POSITION NUMBER

718-640-5393-001/002
718-640-5157-001/002
	TENURE

PERMANENT 
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R01

	OFFICE OF

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

SACRAMENTO
	 FORMDROPDOWN 
 SALARY

AGPA
$4,400 - $5,508

SSA

Rg A $2,817 - $3,529

Rg B $3,050 - $3,819

Rg C $3,658 - $4,579
     
 

	SEND APPLICATION TO:
Headquarters,  Human Resources
1102 Q Street, Suite 5100

Sacramento, CA   95811
Attention:  Salina Hernandez

	REPORTING LOCATION OF POSITION

1102 Q Street, Suite 5100
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 8:00am to 5:00 pm 
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916) 445-8100
	HR/PL PHONE NUMBER

(916)  341-6999
	POST & BID FILE BY: 

     

	
	SUPERVISED BY AND CLASS TITLE
Greg Case, Staff Services Manager 1
	FILE BY

          5/20/14


	<br> NOTE:  For recruitment purposes, the Staff Services Analyst (SSA) classification will be considered and duties will be adjusted accordingly.  Please provide a copy of the SSA transfer exam and reference RPA number 8101/8102 on your state application <br>
<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>


	<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. 
· 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>
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>



	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

AGPA/SSA
2 positions available
	POSITION NUMBER

718-599-5393-001/002
718-599-5157-001/002
	RPA NUMBER

8101, 8102 - DSA 
	FILE BY


5/20/14

	Under the direction of the Staff Services Manager I, Information Unit; the incumbent will be part of DSA’s Outreach and Information Team, responsible for DSA communications with stakeholders, public, media and throughout DSA.  Performs complex legislative and fiscal analyses related to the DSA programs; researches and prepares legislative proposals, amendments, and position papers on proposed or pending legislation; writes, reviews and edits regulatory code change packages, a variety of reports and manuals, and executive level business correspondence.<br>
<br>

All work will be accomplished in accordance with all applicable state laws, rules, regulations and/or guidelines of the Department of General Services (DGS), including the DGS legislative process, the Department of Finance, and the State Administrative Manual and the Building Standards Commission code adoption processes. <br>
<br>

In order to assess the impact of existing and proposed State statutes, legislation, regulation, and policies for DSA and DGS, the incumbent: <br>
· Analyze the impact of legislative bills, regulation and policy proposals on DSA’s programs and functions. <br> 

· Draft detailed analyses; conduct thorough and complete research. <br>
· Prepare summary of changes, consult with subject matter experts within and outside DSA, and provide recommendations for DSA and DGS management.  <br>
· Determine the fiscal impact of legislation, regulations or policies by conducting research, perform calculations and projections, and report findings to management. <br>
<br>

In order to develop and coordinate DSA internal and external communications, including but not limited to, outreach to stakeholders, the public, media, educational training and presentations, staff meetings, and routine external program presentations for the DSA staff:  <br>
· Analyze existing statutes, regulations, policies, standards, and procedures to assess the opportunities for policy and procedure development related to school construction. <br>
· Analyze legislation and building code changes and develop recommendations for policy changes to DSA management. <br>
· Analyze background information and create responses to inquiries from DSA clients or other external sources seeking information about DSA programs, policy and regulations. <br>
· Prepare internal and external multi-media material content for the DSA and DGS management. <br>
<br>
In order to ensure official departmental manuals, reports, correspondence and publications meet the highest quality standards, and that DSA Management is equipped with accurate and reliable information through the 
SSM l, the incumbent collaborates and performs the following by utilizing the above guidelines:   <br>
· Research and analyze the latest trends in media/outreach, as well as information from DSA and DGS programs and recommend the most effective methods of public outreach.  <br>
· Upon analyzing comprehensive position, reports, manuals, and guidelines that transmit department regulations, policies, procedures, creates thorough, clear, and concise documents and communication to be received by all stakeholders. <br>
<br>
MARGINAL FUNCTIONS <br>
Facilitate meetings and events with DSA administration. Participate in DSA stakeholder meetings and other public forums.  <br>
<br>
KNOWLEDGE 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; government functions and organization; and methods and techniques of effective conference leadership. <br>
<br>
Ability to:  Reason logically and creatively and utilize a variety of analytical techniques to resolve complex governmental 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. <br>
<br>
DESIRABLE QUALIFICATIONS <br>
· Proficiency with personal computer and appropriate software programs and the Internet; experience using publishing software applications. <br>
· 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>
· Experience in public speaking. <br>
· Interpretive writing; digesting, abstracting, and condensing technical reports and studies. <br>
<br>
· SPECIAL PERSONAL CHARACTERISTICS <br>
· Familiarity and sensitivity to the priorities, mission and goals of the Administration, Department, and Procurement Division. <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>
· Dress appropriate for professional office environment. <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>
· Daily use of phone, fax, copiers and general office equipment. <br>



