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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

8184-PROC
ANALYST’S INITIALS

DL
DATE

May 5, 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

Associate Materials Analyst
	POSITION NUMBER

306-504-4901-064
	TENURE

PERMANENT
	TIME BASE

FT
	CBID

R01

	OFFICE OF

Procurement Division
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY

AMA

$4400
TO
$5508

     

	SEND APPLICATION TO:

Dept of General Services

Procurement Division

707 Third Street,  2nd Floor, Room 2-230
West Sacramento, CA 95605
MS 2-212
Attn:  Darlene McCormick
	REPORTING LOCATION OF POSITION

707 Third Street, West Sacramento
	

	
	SHIFT AND WORKING HOURS

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

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916)  375-4333
	PUBLIC PHONE NUMBER

(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE

Haydee Giusti, SR. EDP Acquisitions Specialist Supervisory
	FILE BY

May 19, 2014

	B></P>> For a complete duty statement please contact Darlene McCormick at 916-375-4333 
or email darlene.mccormick@dgs.ca.gov   <br>    
· SROA/Surplus employees are encouraged to apply and will be considered prior to other recruitments.<br>

· Transfers, reinstatements, or recruitment from the employment list may be considered.  Consideration may be given to applicants on 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’s employment list. B
· Application will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. <br>
<B><P>
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><br>

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>
<br>
ESSENTIAL FUNCTIONS<br>
In order to meet the needs of State agencies in the procurement of goods and services, coordinate and control all aspects of complex acquisitions of goods and services and process complex commodity purchases utilizing negotiations and the formal competitive bid process in accordance with the State Administrative Manual, State Contracting Manual, established Government Codes and Regulations, Senate Bills, and legislation. <br>
Needs Assessment

· Develop solicitations, procurement plans, administrative requirements, award evaluation methodologies and analysis, contracts, and compliance management including post-award contract modifications through extensive use of the BidSync, Fi$Cal, and other the appropriate software programs. <br>
· Validate that the state’s needs are met by extending efforts to secure suppliers’ competition and compliance to the solicitation and if needed, develop alternative selection evaluation models unique to individual acquisitions. <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

Associate Materials Analyst 
	POSITION NUMBER

306-504-4901-064
	RPA NUMBER

8184-PROC
	FILE BY


May 19, 2014

	Invitation For Bid and Contract Negotiations

· Analyze agency requests for requirements specific to the commodity, quantity, specifications, delivery terms, estimated price, suppliers, etc. in order to develop appropriate administrative requirements, technical specifications, testing requirements, performance bond requirements, insurance requirements and any other procurement tools needed. <br>
· Research industry standards and legislative requirements and policies and procedures governing governmental procurement to assure solicitation/contract compliance with industry standards,  current legislative requirements and all applicable procurement policies and guidelines by utilizing a personal computer and internet resources and by discussions with suppliers either on the telephone or by meeting on-site at PD and occasionally off-site. <br>
Contract Award

· Evaluate bid submittals based on requirements of the solicitation including: reviewing bid prices, specification compliance, delivery terms, brand and models offered, recycle content, etc., utilizing the appropriate software program spreadsheets using a computer and extensive keyboard entry to determine the proposed awardee (or awardees). <br>
· Apply preference programs such as Small Business/ Disabled Veterans Business Enterprise (SB/DVBE), Target Area Contract Preference Act (TACPA). <br>
Contract Management

· Investigate complaints by initiating telephone inquiries, e-mail communications, and/or site visits to negotiate settlements between suppliers and State agencies utilizing knowledge of state purchasing procedures and policies and the Office of Legal Services (OLS) opinion to resolve agency, bidder, or awardee questions and disputes. <br>
· Participate in or conduct small project teams in the evaluation of complex bids peer review and evaluation sessions, testing or demonstration of bidder’s equipment, notification of award, and protest hearings by meeting with agency personnel such as contracting officials, buyers, working level contracts, or suppliers, on-site and occasionally off-site at the requesting state department’s location. <br>
· Monitor contract compliance according to terms and conditions by reviewing performance bonds, protocols, product inspections, and other terms stated in the contract. <br> 
Post-Award Process

· Notify Dispute Resolution Unit of any protested award by providing a copy of the supplier protest and supporting documentation.  Types of disputes include protests and complaints against solicitation; protests against proposed awards; and contract disputes and related issues.  <br>
· Facilitate resolution by reevaluating entire project for completeness, accuracy, and compliance to state laws, regulations, policies and procedures. <br>
MARGINAL FUNCTIONS</B>
Maintain a high level of expertise on assigned commodities through professional organizations, personal research, including visiting manufacturing facilities, suppliers, and State agencies.  Attend trade shows and seminars and evaluate market reports to keep current with commodity market conditions.  Represent the Procurement Division at conferences sponsored by either private enterprise or governmental entities. <br>
KNOWLEDGE AND ABILITIES<br>
Knowledge of: Materials management; inventory management; data processing systems, software and their applications to materials data systems; term contract formulation; negotiation and administration; transportation and distribution management; procurement engineering; property reutilization and recycling; acquisition analysis; energy conservation and environmental impact analysis; cost study techniques including lease-versus-purchase analysis and life cycle costing; logistics; statistical analysis and forecasting techniques; principles and practices of public and business administration; organization and management; methodology for conducting analytical studies; policy formulation; technical report writing. <br>
Ability to: Analyze situations and problems accurately and take effective action; establish and maintain effective working relations with those contacted in the course of the work; plan, organize and lead analytical studies and audits to enhance State utilization of materials; monitor data systems; formulate comprehensive recommendations which synthesize elements of acquisition, warehousing, cost effectiveness, inventory and traffic management, specification development, quality control, space utilization, personnel management and EDP utilization; communicate effectively; successfully negotiate agreements to increase the effectiveness of agencies' materials management systems; interpret and apply laws, rules and policies.<br>
DESIREABLE QUALIFICATIONS<br>
· Knowledge of Public Contract Code, Government Code, Business and Professions Code, State Administrative Manual, State Information Management Manual, and Uniform Commercial Code

· Familiarity with state procurement processes, including Feasibility Study Report requirements, and State protest process

· Proficiency with personal computer and the appropriate software programs, the internet, and data conversion techniques

· Familiarity with IT and Telecom trends
· Knowledge of Western States Contracting Alliance (WSCA), National Association of State Purchasing Officials (NASPO), California Professional Purchasing Officials (CAPPO), and National Contract Management Association (NCMA) desired but not required.
· Ability to write comprehensively, communicate with all levels of management, including executive and peers, attorneys, and external customers.
· Familiarity with root-cause analysis<br>
<B>
SPECIAL PERSONAL CHARACTERISTICS<br>
· Dependable: responsible; positive attitude

· Ability to lead and participate in teams

· Ability to provide objective overview of situations

· Willingness to accept challenges, handle multiple projects simultaneously

· Ability to effectively handle stress and deadlines<br>
<B>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES<B/>
· Professional office environment, appropriate business attire required

· Daily use of phone, fax, copiers and general office and communication equipment 

· Frequent use of a computer and related software applications at a workstation

· Travel throughout the State to survey State agencies and suppliers

· Frequent off-site meetings within Sacramento and occasional out-of-town within California meetings that may require the use of various transportation modes, i.e. airplane, taxi, car, etc.

· Use of a hand cart to transport documents and/or equipment up to 15-20 lbs., i.e. laptop computer, reference manuals, solicitation documents, etc. <br>



