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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

8327 - OBAS
ANALYST’S INITIALS

 LEW
DATE
6/2/14 


	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

 306-032-5393-985

	TENURE

Permanent
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R01

	OFFICE OF

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

                          SACRAMENTO
	 FORMDROPDOWN 
 SALARY

AGPA
$4,408

-

$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

916 916-5335
	PUBLIC PHONE NUMBER

 
	POST & BID FILE BY: 

     

	
	SUPERVISED BY AND CLASS TITLE
  Raymond Estey, SSMI
	FILE BY

6/12/14 

	<strong> Please indicate RPA number 8327 on your state application </strong> <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>
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
To ensure the proper policies and procedures are being followed, the following work will be performed 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, Purchasing Authority Manual (PAM), State Contract Manual (SCM), Management Memos, Administrative Orders, published directives within the Government Code (GC), Department of Finance (DOF) Budget Letters, Department of Personnel Administration (DPA), State Controllers’ Office (SCO), Public Contract Code (PCC), California Code of Regulations (CCR), State Administrative Manual (SAM), Civil Code (CC), Labor Code (LC) and office procedures using Microsoft Applications. br
 r> 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

 306-032-5393-985
	RPA NUMBER


8327 - OBAS
	FILE BY


 6/12/14

	br> 

ESSENTIAL FUNCTIONS <br>
The following describes the duties as they support the main types of contract processes utilized, prepared and administered by this office which include, but are not limited to the Acquisition of goods and or services. br
br
PROCUREMENT CONTACT FOR DIVISIONS WITHIN DGS br
In order to conduct solicitations for materials, supplies and services needed for all divisions within DGS and in accordance with departmental and State procurement policies and procedures, the incumbent will: br
· Interpret applicable codes, regulations, and policies to ensure contract requests, scope of work, specifications, and related documentation are in compliance. br
· Independently analyze and determine if all purchase request documents (bid worksheets, bid proposals) submitted by approving officials to ensure the procurement package is in accordance with published procurement policies and procedures. br
· Verify available funding and determine appropriate coding for goods and services. br
· Participate in complex buying strategies to acquire goods and services. br
· Determine the lowest responsive and responsible bidder meeting all required product and service specifications.  br
· Prepare justifications and memorandums, as necessary. br
· Utilize available databases to research products and vendors who can provide the products and services needed.  Ensure costs of the products are the most equitable for the State. br
· Research the State’s certified vendor database for Small Business and DVBE vendors in order to comply with Administrative Order 09-02. br
· Communicate and coordinate effectively and efficiently with vendors in order to ensure a legal and equitable procurement process. br
· Participate in the terms and quality requirements; prepare requests for quotes and initiate new supply sources. br
· Interview vendors and their agents regarding available commodities and prices. br
· Evaluate market conditions to determine if vendor prices are fair and reasonable. br
· Ensure all required documentation is provided in the procurement package by following all policies and procedures for file documentation, in case of audit. br
· Initiate follow up with the requestor to ensure vendor met the needs of the request. br
· Conduct independent research, apply program knowledge, and interpret Government Code, Public Contract Code, Military and Veterans Code, California Code of Regulations to provide information to the public, the Legislature, the Governor’s Office, and DGS staff by telephone or e-mail regarding a wide variety of acquisition related issues. br
br
PURCHASING FOR DIVISIONS WITHIN DGS br
In order to procure materials, supplies, and services needed for the Divisions of DGS in accordance with departmental and State purchasing policies and procedures and guidelines, the incumbent will: br
· Oversee the purchase of requested commodities by conducting direct negotiation with vendors; arbitrating and resolving problems an questions involving compliance with competitive bidding requirements. br
· Conduct independent analysis in vendor selection regarding acceptance of vendor bids using the competitive bidding process. br
· Ensure compliance of various purchases through analysis and interpretation of the Government Code, State Administrative Manual, State Contracts Manual, Executive Order, Administrative Order and DGS policy. br
· Investigate, analyze, and provide recommendations to Management to assist with resolution regarding bidder protests. br
· Monitor and coordinate completion of purchases utilizing Procurement guidelines for purchasing. br
· Establish and maintain vendor confidence and protects the State’s integrity by keeping information confidential during the procurement process. br
br
br
ESSENTIAL FUNCTIONS, PURCHASING FOR DIVISIONS WITHIN DGS, continued

br
br
· Ensure all purchase/contract documents are signed and encumbered. br
· Act as a liaison between the requestor and the vendor to arrange timely delivery of goods and services requested.  Determine if anexpedite is needed. br
· Create purchase/contract documents using manual or automated systems and/or CalCard. br
· Administer purchase/contract documents; determine the necessity for amendments and contractual compliance. br
· Examine, compile and maintain official procurement files for each individual purchase. br
· Ensure goods and services are procured in timely and accurately.  br
br
REVIEW PROCUREMENT POLICIES br
In order to remain current on any revised and/or changed procurement related laws, policies and procedures per office policy the incumbent will: br
· Research new and changed policies to determine impact through periodic notifications from Procurement Division; communicate changes through written instructions to OBAS Management. br
· Inform OBAS Management immediately of any issues that may affect the ability to procure the necessary goods/services. br
· Develop internal operating procedures pertaining to purchasing. br
· Recommend course of action to OBAS Management, either verbally or in writing, to implement the changes.br
<br> 
MARGINAL FUNCTIONS <br>
In order to ensure contract acquisitions meet statewide, departmental and program Non-IT business standards and ensure compliance with laws, regulations, policies and procedures, the incumbent will:  br
· Maintain professional and technical knowledge by attending training (i.e. CAL-PCA), seminars, meetings, etc. to ensure knowledge is current. br
· Prepare written and oral recommendations to OBAS Management for actions relative to award, acceptance, execution, and termination of acquisition documents. br
· Attend various meetings and training classes, as necessary, for job duties in addition to or in place of other employees. br
· Act as back-up to other purchasers. br
· May instruct program requisitioners, requisition approvers or other acquisition analyst of procurement related processes and procedures using both written and electronic tools. br
br
Coordinates periodic departmental reports (i.e., Biennial Language Survey, ADA Report, etc.) as required by state policies using information supplied by Branch Management Units; and may participate on various departmental/division committees such as the holiday food drive and United State Employees Campaign fund activities. May provide instruction to DGS staff on various procurement related programs. br
<br>
KNOWLEDGE, SKILLS, 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. br
 <br> 
DESIRABLE QUALIFICATIONS br
br 
br
SPECIAL PERSONAL CHARACTERISTICS br
· A demonstrated interest in assuming increasing responsibility br
· Mature judgment, loyalty, and discretion br
· Demonstrated knowledge of or ability to learn ABMS General Ledger, Purchasing, PAL, and other ABMS modules br
· Organization skills, set priorities, and work independently with minimum of supervision br
br
ADDITIONAL QUALIFICATIONS br
· Knowledge of purchasing rules and regulations br
· Knowledge of the state CAL-Card program br
· Knowledge in the use of Microsoft Applications such as Word and Excel br
br
INTERPERSONAL SKILLS br
· Independently and effectively lead teams br
· Receive and follow direction from supervisor br
· Communications skills, both oral and written br
br
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES  br
· Effectively handle stress and meet deadlines br
· Maintain required job schedule br
· Focus attention on details and follow work procedures   br
· Work closely with DGS Accounting concerning preparation of purchase orders and resolving client billing disputes br
 


