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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

8284-FI$Cal
ANALYST’S INITIALS

SM
DATE

5/15/14


	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 I (SSM I)
	POSITION NUMBER

306-600-4800-009
	TENURE

 FORMDROPDOWN 
      
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R0M

	OFFICE OF

FI$Cal
	LOCATION OF POSITION (CITY or COUNTY)

Sacramento
	 FORMDROPDOWN 
 SALARY

$5,079
TO
$6,311
    

	SEND APPLICATION TO:

Department of General Services

Attn: Yvonne Newton 
Executive Office, 8th Floor

P.O. Box 989052

West Sacramento, CA  95798-9052




	REPORTING LOCATION OF POSITION

707 Third Street, 8th Floor, West Sacramento
	

	
	SHIFT AND WORKING HOURS

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

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916)  376-5025
	PUBLIC PHONE NUMBER

(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE

Katrina Valentine, Staff Services Manager II Supervisor
	FILE BY

5/27/2014


	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, while protecting the interests of the State of California”.  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 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>
fillin "Type Summary;F9 to continue" \d ""Under the general direction of the Staff Services Manager II, Financial Information System of California (FI$Cal), this position works as part of the multidisciplinary Project Team on the FI$Cal Project as a team member and functional manager on the Business Team.  The FI$Cal Project (Project) will provide an integrated financial management system in the areas of budgeting, accounting, procurement and contracting, cash management, financial management, financial reporting, cost accounting, asset accounting, project accounting, and grant accounting.  This position participates in teams and workgroups in related project areas such as the Change Management Team, the Technology Team, and other Business Team areas including Ad Hoc Process Teams.  This position is a contributing and participating member of the Project Team that is jointly responsible for the redesign and modernization of the State’s business processes, and implementation of the selected Enterprise Resource Planning (ERP) system. <br>
<br>

The SSM I functions as a Subject Matter Expert (SME) on the project team with knowledge of procurement and contracting, asset accounting, budgeting, accounting, cash management, financial reporting, and integration of the involved business functions. The incumbent will use a broad and extensive knowledge of the principles, practices, and trends of State government to re-engineer and modernize the State’s business processes and implement the selected ERP.  The incumbent will exercise a high degree of initiative, independence of action and originality; and demonstrate tact and exercise sound judgment that recognizes the best interests of the State and the Project.  The incumbent must have an understanding of DGS programs and business processes in relation to the State and other departments.  The incumbent will be sufficiently empowered with authority, actively participate in business process redesign, and make decisions on behalf of DGS.  Working in a team environment and with many stakeholders and the system integrator, the incumbent will communicate effectively; develop and maintain effective and cooperative working relationships; and easily adapt to changing priorities. <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 I
	POSITION NUMBER

306-600-4800-009
	RPA NUMBER

8284-FI$Cal
	FILE BY


5/27/2014

	<br>
Core Competencies <br>
FI$Cal is a matrix organization.  The incumbent is working collaboratively in a team environment to carry out his/her duties and acts as project lead and provides day to day direction to his/her project staff based on project timelines.  The incumbent may also be part of a team where incumbent’s day to day direction comes from another project lead.  Team members in a matrix organization will: <br>
· Understand the relationship and work successfully and confidentially in the matrix <br>
· Clearly identify and articulate issues when identified <br>
· Expeditiously resolve those issues <br>
· Collaboratively work on those issues in a cross-functional, matrix organization to develop solutions that are best for California as a whole <br>
<br>
ESSENTIAL FUNCTIONS <br>
This position will directly perform, supervise, and/or direct and provide oversight to a group of professional and analytical staff and other business staff to meet demands in the performance of their specific duties. In order to accomplish the work, the incumbent will allocate staff resources and monitor the performance and successful completion of the assigned tasks.  All work is to be accomplished in accordance with all applicable federal and State laws, rules, regulations and/or guidelines of the Department of General Services (DGS), Department of Finance, FI$Cal, and the State Administrative Manual.  Candidates must be able to perform the following essential functions with or without reasonable accommodation: <br>
<br>
In order to support the multidisciplinary effort to develop, implement, utilize and maintain the FI$Cal system, the incumbent functions as the Liaison with the FI$Cal Project and DGS by attending related events and meetings to assist the System Integrator (SI) in a successful implementation of the selected Commercial Off the Shelf (COTS) enterprise resource planning (ERP) software, and performs the following tasks: <br>
· Oversees the analysis of existing statutes, policies, and regulations and reviews proposed legislation to determine impact on the operation of the FI$Cal system or the state.  Provides recommendations on the changes that may be required to the statutes, policies or regulations, or to proposed legislation, or to the implementation of the FI$Cal system. <br>
· Performs the most complex analyses and supervises subordinate staff in the analysis, development, and introduction of new statewide policies, standards, and procedural issues related to the implementation of the system.  Formulates or revises statewide policies, standards or business processes to support implementation of the FI$Cal system <br>
· Supervises and approves the analysis and development of other staff’s work for the State on configuration and functional system designs <br>
· Analyzes and develops solutions to resolve the most complex issues departments are experiencing with the FI$Cal system <br>
· Reviews and comments on SI deliverables to recommend changes needed before the deliverable should be accepted by the state.  Makes final recommendations on acceptance of deliverables to the final decision-makers, usually the Project Deputy or Executive <br>
· Reviews, approves and participates in functional and user acceptance testing by identifying and analyzing the most complex potential problems and developing solutions <br>
· Meets with stakeholders to ensure the design, development, and implementation of the system addresses statewide and departmental business needs for applicable business functions and applies best business practices, and creates new or revises existing system specifications, standards, business processes, etc. in order to meet the needs of the stakeholders <br>
· Oversees, reviews, provides direction and approves solutions or communications resolving customers, stakeholders, and sponsors FI$Cal business-related issues <br>
<br>
To develop recommendations regarding FI$Cal activities for FI$Cal and DGS Management, the incumbent: <br>
· Directs and monitors staff and works collaboratively with subordinates in researching, planning, organizing and conducting complicated comparative analyses of DGS and FI$Cal issues and writing the results of the analysis and interpretation in a report format or issue paper to present recommendations to Executive Management and/or outside entities to change and/or institute new FI$Cal direction and/or processes to document and improve the partner role of DGS. <br>
· Supervises and guides subordinates in producing updates to existing information, which requires collecting, editing, summarizing and analyzing data submitted by multiple entities <br>
· Develops plans to implement recommended changes and processes <br>
· Identifies and articulates Project risks and issues to DGS and FI$Cal leadership to enable leadership to make appropriate Project decisions <br>
· Reviews and approves correspondence created by subordinate staff for Executive Management that deals with sensitive and/or confidential issues <br>
· Tracks and documents FI$Cal activities and related progress for use in assigning resources and priorities, and assessing performance for staff evaluations <br>
· Collaborates in a team environment that includes analysis of activities necessary to achieve a successful implementation of the FI$Cal Project.  The implementation activities include collaboration, review, and analysis of detailed documents such as system requirements, change management plans, and FI$Cal policies and procedures. <br>
<br>
In order to provide thorough record keeping and reporting requirements: <br>
· Develops statewide reports as tools for stakeholders, customers and project sponsor to manage, measure, forecast, identify and analyze the financial data provided by the FI$Cal system as directed by DGS or Project management
· Produces ad hoc reports for DGS or Project management and other requestors <br>
· Develops, presents, and makes recommendations on analyses, issue papers, and Operational Decision Making Framework (ODMF) reports to present and document  the decision-making of senior managers and policy makers as assigned by the project management <br>
· Prepares and manages documentation needed to meet administrative and contractual reporting requirements
· Maintains regular communication and informs executive-level management of all issues related to the specified functional business areas <br>
<br>
In order to maintain an accurate reporting to the SCO for issuance of correct payroll warrants of subordinate staff’s time or accurate reporting to the Office of Fiscal Services (OFS) for the billing of services for clients through the use of the Project Accounting & Leave (PAL) system in accordance with DGS policies and guidelines, Memorandum of Understanding (MOU) provisions and the SPB or DPA laws and rules: <br>
· Manages staff development and attendance, performs Equal Employment Opportunity efforts, and assists staff with achieving individual performance goals and objectives <br>
· Grants or denies subordinate staff requests for time off or requests to work overtime <br>
· Ensures subordinate staff has sufficient leave credits available for the leave requested <br>
· Enters subordinate’s time in PAL system, i.e., time charged to projects, leave usage, approved leave without pay (dock or NDI), absence without leave (AWOL), etc. <br>
· Approves PAL entries for subordinate staff on dock or AWOL on or before the designated SCO semi-monthly or monthly payroll cut-off date to ensure the correct issuance of an SCO warrant on pay day <br>
· Approves or disapproves PAL entries for subordinate staff within three working days after the completion of the pay period.  This is to ensure the correct issuance of an SCO warrant that is returned to SCO for late dock, issuance of correct overtime pay due to an employee and proper billing to clients for services rendered. <br>
<br>
MARGINAL FUNCTIONS <br>
· Attends training classes as needed <br>
· Works with subordinate staff and team members to ensure adherence to related policies, guidelines, formats and protocols <br>
·  Performs other duties as required to ensure successful implementation of the FI$Cal Project as a member of the multi-disciplinary team. <br>
<br>
KNOWLEDGE AND ABILITIES <br>
Knowledge of: <br>
· 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 <br>
· Program management <br>
· Formal and informal aspects of the legislative process <br>
· The administration and department's goals and policies <br>
· Governmental functions and organization at the State and local level <br>
· Department's Affirmative Action Program objectives <br>
· Manager's role in the Affirmative Action Program and the processes <br>
      available to meet equal employment opportunity objectives. <br>
Ability to: <br>
· Reason logically and creatively and utilize a variety of analytical techniques to resolve complex governmental and managerial problems <br>
· Develop and evaluate alternatives <br>
· Analyze data and present ideas and information effectively both orally and in writing <br>
· Consult with and advise administrators or other interested parties on a wide variety of subject-matter areas <br>
· Gain and maintain the confidence and cooperation of those contacted during the course of work <br>
· Review and edit written reports <br>
· Utilize interdisciplinary teams effectively in the conduct of studies <br>
· Manage a complex business service program <br>
· Establish and maintain project priorities <br>
· Develop and effectively utilize all available resources <br>
· Effectively contribute to the department's equal employment opportunity objectives <br>
<br>
DESIRABLE QUALIFICATIONS <br>
· Knowledge of DGS programs and business processes and their relationship to State government and other departments <br>
·  Demonstrates effective customer service principles and practices <br>
·  Understanding of the State of California’s financial processes and relationship of the budget, procurement and accounting functions <br>
· Experience as a lead on a project with multiple staff <br>
·  Experience developing and/or implementing a new computer or Enterprise Resource Planning system <br>
· Ability to work professionally and tactfully with SI while representing the interests of the State <br>
· Ability to resolve customer service inquiries to gain the trust and confidence of the FI$Cal customer departments <br>
· Ability to develop tactics to improve the long-term success of FI$Cal <br>
· Ability to work diplomatically and effectively as liaison between SI and Subject Matter Experts and other appropriate State personnel <br>
· Knowledge of project management methodologies <br>
· Thrive in a collaborative, dynamic matrix organization <br>
· Enjoy working in a challenging environment <br>
· Adjust to evolving priorities and challenges <br>
· Ability to function as a team member to meet goals and objectives, work on multiple assignments, and meet critical deadlines <br>
· Communicate diplomatically and effectively, both orally and in writing <br>
· Logically plan and organize the work <br>
· Establish and maintain effective professional working relationships <br>
· Use initiative and independent judgment in resolving issues <br>
· Recognize, support, and perform in the project environment <br>
· Ability to work under pressure to meet deadlines <br>
· Willingness to work flexible and/or excess hours to achieve project schedule requirements <br>
· Proficiency with MS Excel, MS Word, MS PowerPoint and MS Project <br>
<br>
ADDITIONAL QUALIFICATIONS <br>
· The incumbent will need to develop and foster a significant amount of cooperation between the affected organizations <br>
· Demonstrates a commitment to performing duties in a service-oriented manner, especially by assisting FI$Cal departments using the FI$Cal system <br>
· Knowledge and the ability to demonstrate process development/improvement <br>
· Demonstrates a commitment to maintaining a work environment free from discrimination and sexual harassment <br>
· Maintains good work habits and adheres to all policies and procedures <br>
<br>
WORKING CONDITIONS <br>
The incumbent will need to be on-site at the Project to carry out his/her duties.  This position requires the ability to work under pressure to meet deadlines.  The sensitivity of the Project may require excess hours to be worked to achieve Project schedule requirements.  The incumbent should be available to travel as needed.  The incumbent is expected to perform functions and duties under the guidance of the Project’s core values.  The incumbent provides back-up, as necessary, to ensure continuity of Project activities.  The incumbent must maintain regular, consistent, and predictable attendance. <br>
<br>
This position requires prolonged sitting in an office-setting environment with the use of a telephone and personal computer.  This position requires daily use of a fax, copier, and general office equipment and use of a cell phone and laptop computer as needed.  This position requires mobility to various areas of the department's work locations.  This position requires 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.).  Due to the nature of the Project, this position requires the ability to handle stress.  The incumbent must possess and maintain sufficient agility and endurance to perform the duties contained in this duty statement with or without reasonable accommodation.  The incumbent must maintain good working habits and adhere to all policies and procedures. <br>   

<br>
SPECIAL REQUIREMENTS <br>
The incumbent will use tact and interpersonal skills to develop constructive and cooperative working relationships with others (e.g., stakeholders, customers, management, peers, etc.) to facilitate communication, to improve the work environment, and increase productivity. <br>
<br>
Fingerprinting and background check may be required. <br>



