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	EMPLOYMENT
       OPPORTUNITY
	1.  RPA #
[bookmark: Text25][bookmark: _GoBack][bookmark: Text85]008135 –OSP
13/14 FY
ANALYST’S INITIALS
[bookmark: Text30]NSW
DATE
[bookmark: Text31]07/01/14


	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
[bookmark: Text2][bookmark: Text37]Staff Services Analyst (GEN)
	POSITION NUMBER
[bookmark: Text83][bookmark: Text19][bookmark: Text20][bookmark: Text21]307-503-5157-XXX
	TENURE
[bookmark: Dropdown1][bookmark: Text22]      
	TIME BASE
[bookmark: Dropdown4][bookmark: Text24]      
	CBID
[bookmark: Text6]R01

	OFFICE OF
[bookmark: Text88]State Publishing
	LOCATION OF POSITION (CITY or COUNTY)
[bookmark: Text71]Sacramento
	 SALARY

Range A     $2,817.00-$3,529.00
Range B      $3,050.00-$3,819.00
Range C      $3,658.00-$4,579.00
     

	SEND APPLICATION TO:
[bookmark: Text87]Office of State Publishing
[bookmark: Text86]Fulfillment Services
344 North 7th Street
[bookmark: Text35]Sacramento, CA 95811
[bookmark: Text32]Attn:  	Danelle Hamilton
	RPA #008135-OSP
	REPORTING LOCATION OF POSITION
[bookmark: Text81]344 No. 7th Street, Sacramento, CA 95811
	

	
	SHIFT AND WORKING HOURS
 - 8:00 AM to 4:30 PM
	

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

	
	PUBLIC PHONE NUMBER
(916)  327-5867
	PUBLIC PHONE NUMBER
(   )     -    
	POST & BID FILE BY: 
not applicable

	
	SUPERVISED BY AND CLASS TITLE
[bookmark: Text82]Danelle Hamilton-Program Manager,Printing Services
	FILE BY
07/09/14



	The Department of General Services’ (DGS) Core Values and Employee Expectations 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 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> 
Please reference RPA #008135-OSP and state your eligibility in the classification title section or in the “Explanations” section on  your State Application form (Std. 678) <br> <>
,br>
If you have applied for this position in the last 60 days, another application is not necessary. <<br>
<br>
SELECTION CRITERIA - The selection criteria will be in the following order: <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>
Under the general direction of the Staff Services Manager I, the incumbent serves as the Fulfillment Services Program Analyst independently performing analytical duties in areas of fulfillment management, program analysis, inventory management, project management and financial management.  The incumbent will also perform data entry duties to maintain the databases necessary to ensure successful implementation of the program in the operating system and web store front. <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>
The authorized duties are responsibilities to be accomplished and performed in accordance with the statutory directives of the Department of General Services (DGS) Office of State Publishing (OSP) Policy Manuals and the following published directives with the State statutory, regulatory, policy and procedural requirements; State Administrative Manual guidelines and regulations. <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 (GEN)
	POSITION NUMBER
307-503-5157-XXX
	RPA NUMBER
008135-OSP
13/14 FY 
	FILE BY
	07/09/14

	ESSENTIAL FUNCTIONS <br>
This position is responsible for analytical and technical research and data collection in the areas of fulfillment, inventory management, and project management in the following areas:  br>
<br>
In order to function as the Fulfillment Analyst, follow all OSP guidelines and procedures: <br>
· Develop and implement user-friendly reports to collect program data from LOGIC into customized databases for contract clients by utilizing Microsoft Access, Excel, and Word software for the purpose of inventory management and the establishment of fulfillment item re-order points.  <br>
· Provide management and fulfillment customers with current program information by studying the principles, technics and trends of order processing and inventory management. Train customers in on-line program ordering procedures, and other program specific information i.e., product revision procedures, product pricing and product inventory levels.  <br>
· Maintain effective and efficient website accessibility, functionality, and data reliability via program update reports by researching, analyzing and troubleshooting on-line program issues relating to order processing, current inventory levels and pricing information per program procedures. <br>
· Effectively identify order entry and shipping discrepancies and respond to customer inquiries utilizing program database reports per program procedures.  Evaluate, monitor, review, and analyze data collected, resolve date discrepancies and provide reconciliation to ensure data reliability.  br>
<br>
In order to serve as Fulfillment analyst and program coordinator responsible for the implementing, monitoring, and reporting of agency clientele following the programs’ mission, goals and guidelines for all new customers:  br>
· Assist in the development of procedures, processes and techniques for data collection as it relates to current and new fulfillment business including the source of data to be collected.  <br>
· Monitor and prepare weekly, bi-weekly and monthly inventory program reports by utilizing customers’ order information, product replenishment and shipping data from LOGIC for the purpose of inventory management and the establishment of pricing methodologies.  <br>
· Provide assistance and support to maintain customers on line ordering system, respond to e-mail and phone inquiries in a timely manner by ensuring current program information and training guides are accessible to address end user’s business needs.  <br>
· Provide assistance to customers by researching complaints, analyzing data and reviewing program guidelines to ensure quality customer communication.  <br>
· Assist in the procurement process including but not limited to submission of specifications and/or scope of work, review and approve program invoices. <br>
<br>
Serves as Fulfillment analyst and liaison for the Department of Health Services – Women, Infants and Children (WIC) Program following contractual terms and guidelines: <br
· > Establish procedures, processes and techniques for data collection to communicate with  WIC clientele in accordance with contract responsibilities. Report the status of program activities to WIC clientele and OSP management by coordinating and scheduling staff meetings and completing action items as needed on a regular basis.  <br>
·  Monitor and prepare weekly, bi-weekly and monthly inventory reports by utilizing customers’ order information, product replenishment and shipping data from LOGIC for the purpose of inventory management and the establishment of re-order points in accordance with contract responsibilities.  <br>
· Provide assistance and support to maintain WIC’s on line ordering system, respond to e-mail and phone inquiries in a timely manner by ensuring current program information and training guides are accessible to address end users business needs.  <br>
· Provide assistance to customers by researching complaints, analyzing data and reviewing program guidelines to ensure quality customer communication.  <br>
<br>
MARGINAL FUNCTIONS <br>
Work closely and serve as backup order entry for all on-line and phone orders for a variety of printed materials included by not limited to business card, envelope and digital print products. <br> 
Process customers’ orders and perform other customer service functions by generating and utilizing weekly inventory and order status reports from LOGIC in order to meet contract delivery turnaround expectations and to prevent order backlogs as established per contractual agreements and/or by program business needs and demands. <br>
<br>
Train appropriate program staffs to serve as backup contact utilizing LOGIC inventory and order status reports in order to ensure appropriate inventory products are available to process and ship customers’ orders per expected turnaround times for the purpose of effectively monitoring inventory stock levels as established per contractual agreements. <br>
<br>
Overtime may be required due to job requirements such as but not limited to the Governor’s Budget, the Legislature and client obligations during peak period workloads. <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; and 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; consult with and advise administrators or other interested parties on a wide variety of subject-matter areas; and gain and maintain the confidence and cooperation of those contacted during the course of work. <br>
<br>
SPECIAL PERSONAL CHARACTERISITCS <br>
Willingness as a learner to do routine or detailed work in order to learn the practical application of administrative principles; and demonstrated capacity for development as evidenced by work history, academic attainment, participation in school or other activities, or by well-defined occupational or vocational interests; and willingness and ability to accept increasing responsibility. <br>
<br>
DESIRABLE QUALIFICATIONS <br> 
Special Personal Characteristics <br>
· Knowledge of OSP production and electronic publishing phases and processes. <br>
· Working knowledge of the OSP Logic Print Management System. <br>
· Experience using Microsoft Suite Applications, Visual Basic and Java programming scripts. <br>
<br>
Interpersonal Skills <br>
· Work cooperatively with all levels of staff. <br>
· Communicate effectively and cooperatively with all staff. <br>
· Interact with others in ways that are friendly, courteous, tactful, and respectful of individual and cultural differences, attitudes, and feelings of others. <br>
· Work cooperatively and collaboratively with others to achieve goals by sharing or integrating ideas, knowledge, skills, information, support, resources, responsibility, and recognition. <br>
· Promote teamwork and be proficient as a team member with all OSP units. <br>
· Understand and follow OSP, DGS and unit office rules, policies, and procedures at all times. <br>
· Understand written and verbal instructions and communication. <br>
<br>
[bookmark: OLE_LINK1]WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES <br>
Work Expectations: <br>
· Demonstrate ability to act independently with open-mindedness, flexibility, tact and with minimal supervision. <br>
· Ability to work in a fast-paced environment with positive perspectives. <br>  
· Develop, maintain, and update customized database applications. <br>
· Utilize appropriate resources and tools to measure variable data as part of the OSP publishing process. <br>
· Develop, evaluate, and implement database calculations, formulas, and methodologies. <br>
· Select, access, and use necessary information, data, and communication related technologies, such as basic personal computer applications, telecommunications equipment, Internet, electronic calculators, voice. <br>
· Ability to handle multiple tasks, be creative, and handle rapidly changing priorities. <br>
· Arrive to work on time and is fully accountable for working an eight-hour day. <br>
· Come to meetings fully prepared, including handouts for distribution when appropriate.<br>
· Comply with appropriate program and office policies. <br>
· Attend all mandatory training as required per departmental guidelines. <br>
· OSP will not tolerate violence, sexual harassment or discrimination in the workplace. <br>
· Work overtime as needed to meet work commitments. <br>
<br>
Physical Abilities: <br>
· Frequent use of a computer and telephone at a workstation.<br>
· Walking, standing, stooping, sitting, reaching, and lifting. <br>
· Twisting, turning, kneeling, bending, squatting, crouching, grasping, and making repetitive hand movements in the performance of daily duties. <br>
· Work environment involves minimal exposure to unusual elements such as dust, fumes, and unpleasant odors. <br> 
<br>

Mental Abilities: <br>
· Requires ability to effectively handle stress and deadlines. <br>
· Work well under pressure. <br>
<br>
SAFETY: <br>
Follow all OSP safety rules and procedures: <br>
· Promote safe work practices by all employees. <br>
· Promote a safe working environment for all employees. <br>
· Do not attempt to operate equipment, use a tool or materials until you have been trained and authorized. <br>
· Do not perform a new task until the associated safety hazards and methods to protect yourself have been explained to you. <br>
· Never alter or modify original tools or equipment.  Make sure you know how to properly use and take care of any required protective equipment.  Make sure you use your equipment when it is required. <br>
· Keep your work area organized and as clean as possible maintaining good housekeeping procedures at all times. <br>
If you see a safety hazard, inform your co-workers, and notify your supervisor immediately.  “Close calls” or “near misses” will be reported to your supervisor; close calls and near misses are accidents that almost injure someone including you. <br>
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