	
	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

8152-OPSC
ANALYST’S INITIALS

NSP
DATE

03-28-14


	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 Manager III
	POSITION NUMBER

306-728-4802-xxx
	TENURE

 FORMDROPDOWN 
 
	TIME BASE

 FORMDROPDOWN 
 
	CBID

M01

	OFFICE OF

Office of Public School Construction
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY

$6,779.00
TO
$7,698.00

	SEND APPLICATION TO:

Office of Public School Construction

707 3rd Street, 9th Floor, Room 115
West Sacramento, CA 95605

Attn: Mary Jo Furao-Cole
	REPORTING LOCATION OF POSITION

707 Third Street
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 -8:00 a.m. to 5:00 p.m.
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916) 375-4650
	PUBLIC PHONE NUMBER


	

	
	SUPERVISED BY AND CLASS TITLE

Juan Mireles, Deputy Executive Officer 
	FILE BY

04-09-14


	PLEASE REFERENCE RPA #8152 AND THE BASIS OF YOUR ELIGIBILITY ON THE APPLICATION <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>
SELECTION CRITERIA – The selection criteria will be in the following order <br>
· SROA/Surplus eligible will be considered prior to other recruitment methods. <br>
· Transfers or reinstatements 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 Deputy Executive officer, the incumbent has full management responsibility for various administrative support functions within the office of Public School Construction (OPSC).  The incumbent will provide management oversight for multiple functions within OPSC’s Administrative Services; Accounting, Fiscal Operations, Records Management, Mail Services, Business Services/Budget, Regulations/Agenda, Personnel, and Communications to assist staff in carrying out the mission of the Division. <br>
<br>
In order to provide full management and oversight of OPSC’s Administrative Services functions: <br>
<br>
· Provide oversight of various confidential and sensitive departmental, executive, administrative, or specific program-related issues and ensure resolution. <br>
· Evaluate the adequacy of the organizational and classification structure for the Administrative Services within OPSC as well as the business needs for the division; and, makes changes and creates new program units or redirect allocation of resources to respond to issues or advance the functional expertise of the service delivery systems to attain the goals of OPSC and the department. <br>
· Direct and oversee the preparation and assembly of the complex monthly SAB agenda through coordination and distribution of the Index (public notice) and agenda items to include; administrative, technical, and financial reports that are crucial to the rulemaking process, implementation, and administering of all OPSC programs <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 Manager III
	POSITION NUMBER

306-728-4802-XXX
	RPA NUMBER

8152-OPSC
 
	FILE BY

04-09-14

	ESSENTIAL FUNCTIONS (Cont'd) <br>
· Consult with and advise the Executive Officer and the Deputy Executive Officer on emerging trends and issues that impact the management and support of bond oversight and effectively recommend strategies and solutions to resolve problems. <br>
· Initiate succession planning by identifying needs of OPSC, setting goals, determining strategies towards meeting goals and overseeing progress. <br>
· Evaluate and implement continuous process improvement by overseeing strategic planning workgroups and activities that relate to all OPSC programs ensuring that OPSC continues to meet the needs of the SAB and School Districts while maintaining the integrity of each program. <br>
· Promote and enforce the Department of General Services’ Core Values in all areas within OPSC’s the Administrative Services. <br>
<br>
In order to meet program goals and objectives, provide direction, guidance and leadership to subordinate management staff in the areas of OPSC’s Budget, Accounting and Fiscal Operations, in accordance with DGS and OPSC policies, procedures and processes for the Administrative Services, the incumbent will: <br>
<br>
· Oversee the fiscal controls over the allocation and release of voter-approved 35 billion bond funds, and proper reporting requirements for the school facilities construction program.<br>
· Provide direction and guidance in the preparation of special accounting/financial reports regarding school facility programs by determining what information is being requested, assigning the team member and evaluating the data collected. <br>
· Oversee the reconciliation and accounting of all allocated and released funds. <br>
· Provide direction on revisions to the SAM and Generally Accepted Accounting Principles to ensure proper reporting of year-end financial statements, fiscal transactions, and accounting reports as they relate to OPSC business; and provides guidance to enhance accounting operating standards that align with State Controller’s Office, State Treasurer’s Office, Department of Finance and the Department of Education. <br>
· Work with Fiscal Services regarding sensitive financial issues impacting OPSC. <br>
· Provide oversight of all OPSC budgetary processes and legal documents ensuring processes continue to be effective, are legal and necessary. <br>
· Develop budget-related information proposals for Executive Management and the Department of Finance and monitors status of such proposals. <br>
<br>
In order to meet Division program goals and objectives, provide oversight and leadership to managers within OPSC Administrative Services: <br>
<br>
· Direct and oversee the Records Management, Mail Services, Business Services/Regulations/Agenda, Personnel Liaison’s and Communications sections within the Administrative Services. <br>
· Provide oversight of the development and maintenance of all OPSC publications and information posted on website that is available to stakeholders and general public. <br>
· Give final approval of the weekly summary of “hot” news items.<br>
· Provide direction regarding the handling of news media coverage of school construction issues. <br>
· Monitor and manage the daily package of news articles for distribution to senior management. <br>
· Give final approval of OPSC’s publications ensuring information is current and relevant. <br>
· Give final approval of the monthly Advisory Action newsletter. <br>
· In coordination with DGS’ Public Affairs, oversee the preparation of responses to inquiries from the press and general public that are political and/or sensitive in nature concerning OPSC and the SAB. <br>
· Oversee the maintenance of all school-construction files; annual records retention and OPSCs mail room services. <br>
· Provide general oversight of Personnel Liaisons ensuring the needs of OPSC are met through effective coordination with OHR. <br>
· Approve purchase or lease requests of substantial items for OPSC. <br>



	CLASS TITLE

Staff Services Manager III
	POSITION NUMBER

306-728-4802-XXX
	RPA NUMBER

8152-OPSC
 
	FILE BY


04-09-14

	<br>
In order to establish and maintain effective communication and to represent the Administration and the OPSC on various Administrative Services issues with the Legislature, State Government officials and State agencies: <br>
 <br>
· Attends and provides testimony at Policy and Budget Committee hearings regarding OPSC’s policies and budgetary issues. <br>
· Communicate with Department of Finance, Legislative Analyst, Legislative Committee Government consultants, Attorney General’s Office, State Treasurer’s Office and other high-level executives of State Government on sensitive policy and programmatic issues. <br>
· Participates in Senior Management, Section Managers and Managers and Supervisor Debriefing meetings by providing information on a variety of administrative services issues.< br>
<br>
In Order to present recommendations to Executive Staff: < br>
<br>
· Advise and inform the Deputy Executive Officer on the status of regulations in the rule making process by giving verbal summaries, written reports and the status of budgetary, fiscal and contracting items. < br>
· Provide monthly budget projection reports and discuss anticipated budgetary issues that may become problematic to OPSC as well as, solutions to correct or avoid these. <br>
· Keep Executive management apprised of new State policies, rules and regulations or changes that affect administrative services programs, the impact to services, changes in processes and how changes, if any, will be communicated to OPSC or its customers.< br>
· Advise the Deputy Executive officer on the financial management of the organization by presenting the Status of Funds, Total Funds, Funds Released, Fund Reconciliation, Status of Closeouts, and the data on financial conditions. <br>
In order to maintain an accurate reporting to the State Controller’s Office (SCO) for issuance of correct payroll warrants, using Project accounting & Leave (PAL) system in accordance with DGS policies and guidelines, MOU provisions and SPB or CalHR Laws and Rules: <br>
<br>
· Grant or deny subordinate staff requests for time off or requests to work overtime, ensuring that staff have sufficient leave credits available for the leave requested. <br>
· Approve PAL entries for subordinate staff on dock or AWOL on or before the designated SCO monthly payroll cut-off date. <br>
· Approve or disapprove PAL entries for subordinate staff within three working days after completion of the pay period. <br>
KNOWLEDGE AND ABILITIES< br>
Knowledge of: Principles, practices, and trends of public and business administration, including management and supportive staff services such as budget, personnel, management analysis, planning, program evaluation, or related areas; principles and practices of employee supervision, development, and training; program management; formal and informal aspects of the legislative process; the administration and department's goals and policies; governmental functions and organization at the State and local level; department's Equal Employment Opportunity Program objectives; and a manager's role in the Equal Employment Opportunity Program and the processes available to meet Equal Employment Opportunity objectives.< 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; review and edit written reports, utilize interdisciplinary teams effectively in the conduct of studies; manage a complex Staff Services program; establish and maintain project priorities; develop and effectively utilize all available resources; and effectively contribute to the department's Equal Employment Opportunity objectives. <br>
<br>
<br>
DESIRABLE QUALIFICATIONS <br>
· Education equivalent to graduation from college with any major. <br>
· Experience in managing a variety of administrative programs including procurement, contracting, Personnel Liaison, public information, and budgets. <br>
· Experience in making policy decisions or making recommendations to upper management that influence policy.< br>
· Experience in conveying complex concepts clearly before large groups of people. <br>
· Experience in handling multiple responsibilities while maintaining a clear focus on a statewide level.<br>
· Ability to anticipate or identify problems and their causes; develop and analyze potential solutions or improvements using innovative and creative approaches. <br>
· Possession of a valid California Driver’s License. <br>
· Completion of the Defensive Driver Training course, and a valid certificate. <br>
<br>
SPECIAL PERSONAL CHARACTERISTICS <br>
· Demonstrated ability to act independently, open-mindedness, flexibility, mature judgment, loyalty, poise, tact and discretion. <br>
· Ability to work well with a team or independently. <br>
· Ability to focus attention on details.< br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES <br>
· Requires appropriate dress for a professional work environment. <br>
· Requires ability to effectively handle stress and consistently meet deadlines and changing priorities. <br>
· Excellent communication skills.< br>
· Requires use of blackberry and/or cell phone for continuous availability. <br>
· Frequent daily use of a pc/laptop and related software applications at a workstation.  <br> 

· Occasional travel locally and statewide, as required for successful job performance. <br>
<br>



