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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

8274 -OBAS
ANALYST’S INITIALS

LEW 
DATE
 6/16/14


	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
	POSITION NUMBER

 306-030-5393-985

	TENURE

Permanent
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R01

	OFFICE OF

OBAS – Business Services Section 
	LOCATION OF POSITION (CITY or COUNTY)

                         West Sacramento
	 FORMDROPDOWN 
 SALARY

AGPA
$4,400 - $5,508


	SEND APPLICATION TO:
Department of General Services
Attention:  Kiyo Baird

Business Services Section MS 414
PO Box 989052
West Sacramento, CA 95798-9052
 
	REPORTING LOCATION OF POSITION

   707 Third Street 2nd Floor, West Sacramento

	

	
	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

916 376-5335
	PUBLIC PHONE NUMBER

 
	POST & BID FILE BY: 

     

	
	SUPERVISED BY AND CLASS TITLE
  Brad Morgan, SSMII
	FILE BY

7/7/14 

	<strong> Please indicate RPA number 8274 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>
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>
All work is to be accomplished in accordance with the guidelines of the Department of General Services (DGS), Administration Division (AD), Office of Business and Acquisition Services’ (OBAS) utilizing Strategic Plans, DGS and OBAS Policy Manuals and Memorandums, State Administrative Manual, State Contracting Manual and SRF directives. br
br
ESSENTIAL FUNCTIONS br
br
PROPERTY INVENTORY MANAGEMENT PROGRAM ADMINISTRATOR

In order to effectively and efficiently administer the DGS Property Inventory Management in accordance with adopted policy and procedures, as well as maintain the departments compliance with SAM Chapters 1600 and Chapter 8600 (Attachment C), Administrative Order 04-05 (Attachment D), and DGS Manual Sections 1700 through 1720 (Attachment E) , the incumbent will: 
br
<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

Associate Governmental Program Analyst
	POSITION NUMBER

 306-030-5393-985
	RPA NUMBER

 8274- OBAS
	FILE BY


 7/7/14

	ESSENTIAL FUNCTIONS, PROPERTY INVENTORY MANAGEMENT PROGRAM ADMINISTRATOR, continued <br>
<br> 
· Applies extensive knowledge and interpretation of all applicable laws, regulations and policies to formulate and develop revisions to DGS’ property inventory program, including updating procedures and processes.

· Create training aids such as PowerPoint slides, manuals, guides, and other materials to educate the program representatives as to their role.  Provide training to program representatives both hands on and in a classroom setting to inform on the departments inventory program. Analyze changes in inventory from year-to-year and work with the Property Custodians to resolve differences and correct the information reported as appropriate. br
· Develop a database by analyzing and applying knowledge of capitalized and non-capitalized property and formulating a way of tracking all DGS property.  Maintain the tracking system and oversee the collection and accounting of the department’s capitalized property assets. br
· Analyze type of equipment by researching the specs and categorizing of equipment using all applicable laws, codes, rules and regulations.  br
· Review data from Property Custodians by analyzing all equipment inventory and present that information in a report to the management team as appropriate to ensure capitalized inventory information is captured and reported every two years and non-capitalized inventory information is captured and reported every three years. br
· Represent DGS and act as the team lead at the FI$CaL Asset Management work team or any other Asset Management work group created in support of FI$CaL until DGS has migrated to its inventory program to the new system. br
· Performs analysis on reports provided by the programs to create various reports to be presented to the DGS Executive Team, DGS Management Team, and other forums as appropriate. br
· Control the distribution of property tags as they are distributed to Property Custodians or utilized by the BSS for goods received at DGS Headquarters. br
· Collaborate with program management, Office of Human Resource Management, and other personnel within each program to assign and maintain Property Custodians, and to ensure their duty statements reflect their rose within their organization. br
. br
PROJECT ANALYST br
In order to comply with the departments quest to find efficiencies and savings, the incumbent is responsible for the analysis of a wide variety of special projects (examples include, but are not limited to, researching and reporting on security system and practices, building projects, building related policy or procedure changes, recycling projects, mailing and shipping projects, or mailing and shipping policies and procedures) handed down by the Director, DGS Executive Team, DGS Management Team and the OBAS Management Team, by performing the following: br
· Identify and coordinate with the stakeholders to define the problem(s)/issue(s) to begin researching options, best practices etc. br
· Gather relevant data, materials, resources to analyze and find correlations between information retrieved from various reports that pertain to the department’s BSS-related functions. br
· Analyze potential causes to issues that arise and document the information using MSExcel, MSWord, SharePoint, and other applications. br
· Identify possible solutions and prioritize solution using criteria such as ease of implementation, cost, etc. to compare each solution and identify the impact of each solution to the problem. br
· Draft issue papers and/or reports with sufficient background information, identifying the contributing factors, identifying resources needed, if any, and prioritizing recommendations to mitigate the program to the appropriate organization requesting the information.  br
· When requested, create PowerPoint slides and present to the appropriate organization the results of the research conducted and the recommended course of action to mitigate an issue. br
· Working in a lead capacity, collaborating and assigning tasks to other employees when working as a team to ensure the implementation of new practices is conducted in an efficient and effective manner. br
br
 br
ESSENTIAL FUNCTIONS, continued br
br
br
CONTRACT ADMINISTRATION br br
Working with the SSMII, the incumbent will: 
· Write scopes of work that appropriately protects the state’s interest.  This is accomplished by reviewing previous contracts, communicating with knowledgeable personnel to gain a better understanding of the project needs, research the internet specific to the industry being contracted with, research other reference documents, including but not limited to the State Contracting Manual (SCM), Volume 1 and SCM, Volume 2.  br
· Apply sound judgment and thorough understanding of the principles, laws, rules and policies and confirm the detail and accuracy of the scope of work to ensure completeness.  br
· Develop and maintain tools such as checklists, guides, sign-in-sheets, etc. to ensure the vendor is performing the work properly and is meeting prescribed timelines.  br
. br
MARGINAL FUNCTIONS br
Working with SSMII and other analysts in the BSS, the incumbent will perform various lead and other analytical functions as required to maintain operations or as directed by the DGS Executive Team, DGS Management team, and OBAS Management Team.  These functions include, but not limited to: br
· Maintain BSS’ strategic planning documentation to ensure it is up-to-date and management Is informed of progress on the various initiatives. 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 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; coordinate the work of others, act as a team or conference leader; and appear before legislative and other committees. r br
 br
DESIRABLE QUALIFICATIONS br
· Exercise a high degree of diplomacy, tact, professionalism, initiative and independence br
· Establish and maintain cooperative and positive work relationships br
· Willingness to accept increasing responsibility and complexity of work br
· Demonstrated quality customer service br
· Excellent attendance and punctuality br 
· Effective verbal communication and skill in presenting to a diverse audience br
· Working proficiency in Microsoft Word, Outlook, Excel, Access, ABMS and Project Accounting and Leave (PAL) br
· Experience in analyzing and interpreting laws, rules, and regulations br
br
INTERPERSONAL SKILLS br
· Communicate in a clear and concise manner br
· Communicate confidently and courteously with staff and management, including individuals of various levels   in the private sector and State government br
· Demonstrated quality customer service br
· Work in a team environment with an ability to lead the team toward completion of a task br
· Receive and follow written and verbal direction from supervisors/leadsperson br
Br br
DESIRIBLE QUALIFICATIONS, continued br
Br br
br
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES br
· Appropriate attire for professional office environment br
· Multi-task, meet deadlines, and adjust to changing priorities br
· Work under pressure and meet tight deadlines br
· Function effectively in an automated environment br
· Daily use of personal computer and related software applications at a workstation br
· Daily use of office machinery (fax, copier, etc.) br



