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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

8364 -PMDB 
ANALYST’S INITIALS

DWM
DATE

05/7/2014


	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

Capital Outlay Program Manager
	POSITION NUMBER

719-904-4024-001
	TENURE

PERMANENT
	TIME BASE

 FORMDROPDOWN 
 
	CBID

M09

	OFFICE OF

RESD-PMDB
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY

$9,842
TO
$11,179


	SEND APPLICATION TO:

Personnel Liaison

707 Third Street, 5th floor

West Sacramento, CA 95605

Attn:  Jody Zonneveld

	REPORTING LOCATION OF POSITION

707 3rd Street, West Sacramento, CA  95605
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - Negotiable
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916)  376-1860
	PUBLIC PHONE NUMBER

(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE

Faizi Pourhosseini, Branch Chief
	FILE BY

5/14/2014


	PLEASE REFERENCE RPA 8364 AND THE BASIS OF YOUR ELIGIBILITY ON THE APPLICATION  
<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 a Form 700 within 30 days of appointment.  Failure to comply with the Conflict of Interest Code requirements may void the appointment. <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 <br> 

· SROA/Surplus employees are encouraged to apply <br> 

· Transfers, reinstatements, or recruitment from the employment list may be considered.  Consideration may be given to applicants on another Department’s employment list, provided the criteria are met to transfer the eligibility from the employment list to DGS’ employment list. <br> 
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled
· Out of Class assignments may be considered for this position.<br>  
GENERAL STATEMENT <br> 
Under the general direction of the Branch Chief, the Capital Outlay Program Manager serves as Chief of the Building and Property Management Special Repairs Section. The Section provides proactive management of the division’s maintenance and repair construction program statewide for DGS-owned and serviced buildings. The section ensures that DGS-owned facilities are inspected and maintained in accordance with adopted standards, maximizing the use of available maintenance and repair funds, providing leadership in the development of RESD-BPM’s annual maintenance and repair plan. <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

Capital Outlay Program Manager
	POSITION NUMBER

719-904-4024-001
	RPA NUMBER

8364 PMDB
	FILE BY


5/14/2014

	<br> 
ESSENTIAL FUNCTIONS <br> 
In order to accomplish the work and to meet program/project requirements of BPM along with providing budgetary and contractual oversight and to protect the state’s interests, approves and executes architectural and engineering consulting agreements, public works construction contracts and associated documents through an understanding of design and construction laws, Capital Outlay process, state policy, and authority delegated by the Director of the Department of General Services: <br> 
· Evaluates the requirements based on the approved project scope, schedule and budget. <br> 
· Analyzes project costs versus value by utilizing detailed construction cost estimates, bid results and market analysis.

· Analyzes contract terms, conditions and language established by current laws, policies and industry practices. <br> 
· Reviews, evaluates and approves all proposed changes to contracts. <br> 
· Advises staff on managing contract provisions especially as related to schedule, payments and other terms and conditions. <br> 
· Conducts on-site inspections of projects as necessary to assure conformance to contract documents. <br> 
<br> 
In order to administer and manage BPM Programs/Projects to assure compliance with all state, DGS, RESD, and PMDB policies and objectives: <br> 
· Assists in development of the Strategic Plans, determines and establishes program performance objectives and measures to support the departmental, divisional and branch goals. <br> 
· Plans strategies for meeting program goals by evaluating resources, priorities, the budget, political concerns and policy.
Evaluates and monitors customer feedback and recommends appropriate adjustments to improve program/project delivery. <br> 
· Establishes an organizational structure by evaluating available resources and program requirements and consulting with the Branch Chief. <br> 
· Coordinates the day-to-day operations by prioritizing and directing the workload through subordinate staff. <br> 
· Determines and secures program budget resources, monitors income and expenditures, and makes operational adjustments as necessary to ensure program is operating within budget allocation by reviewing departmental income & expense statements, branch workload and billable hour reports. <br> 
· Reviews programs/projects estimates, project management plans and other deliverables and visits construction sites as necessary to ensure compliance with approved program/project budgets and policies. <br> 
· Keeps abreast of the most critical and sensitive design and program/project delivery issues by working closely with PMDB staff. <br> 
<br> 
In order to ensure the effective, efficient application of resources and to provide quality project/program management services by written and verbal communications in accordance with workload requirements, customer input, project status reports and project delivery commitments (scope, schedule, budget): <br> 
· Coordinates and directs the workload through subordinate supervisors and other staff utilizing Divisional reports.
· Applies industry based quality standards. <br> 
· Facilitates training and mentoring to staff to improve performance/productivity and professional development. <br> 
· Conducts and leads staff meetings, to oversee project workload based on scheduling reports and to adjust workload as required. <br> 
In order to report staff time accurately to SCO for issuance of correct payroll warrants and/or to accurately report to the OFS the billing of services for clients through the use of the Project Accounting & Leave (PAL) system in accordance with the listed guidelines, the incumbent: <br>
· Grants or denies employee requests for time off or requests to work overtime by evaluating   staffing levels and workload needs.  <br>
· Verifies employees have sufficient leave credits available for the request for time off by reviewing balances in PAL and manually tracking as needed.  <br>
· Verifies employee PAL time is charged correctly by comparing against the alias listing or through clarification with staff.  <br>
· Corrects PAL balances by entering, or directing entry, of employee’s time in the PAL system  including time charged to projects, leave usage, dock, NDI, AWOL, etc.  <br>
· Ensures SCO payroll warrants are accurate by entering and approving PAL time for dock or  AWOL on or before the designated SCO semi-monthly or monthly payroll cut-off date.  <br>
· Facilitates the correct issuance of SCO warrants returned to SCO for late dock, issuance of correct overtime pay due to an employee and proper billing to clients for services rendered by approving or disapproving PAL entries for employees within three working days after the completion of the pay period.  <br>
<br> 
In order to provide advice and recommendations to the Deputy Director of the Real Estate Services Division, the Chief of PMDB, Administration, Legislature, Customers, and other entities: <br> 
· Assists in developing regulations by providing operationally functional processes and procedures to implement the intent of legislation. <br> 
· Assists in establishing and implementing statewide policies of the Governor and his Administration. <br> 
· Provides recommendations on policy and procedure issues and advocates new policies, goals and initiatives to the Branch Chief, Executive Office, Boards, Commissions and staff utilizing expertise and knowledge of Capital Outlay program, processes and legislative issues and meeting with the various players on the issues. <br> 
<br> 
In order to accomplish the Division’s mission, goals and objectives while ensuring compliance with state, DGS, Division’s policies, procedures and objectives: <br> 
· Assists in the development of the strategic plan by determining appropriate program objectives and is responsible for meeting strategic objectives by evaluating available resources, priorities, budget, political concerns and policy.  (Plans would be at the branch, section, division and department levels). <br> 
· Evaluates and monitor customer satisfaction and projects/programs delivery and recommends appropriate adjustments by reviewing customer feedback. <br> 
· Represents DGS to other state departments, control agencies, federal government, local governments, stakeholders, vendors, consultants, and/or public to resolve issues affecting projects and programs by conducting regularly scheduled meetings and issuing periodic reports. <br> 
· Serves as the subject matter expert utilizing personal expertise and knowledge, written recommendations meetings and presentations in accordance with design manuals, industry standards, design and construction law, contract documents and State policy and procedures. <br> 
<br> 
In order to improve service delivery, maintain viability of programs and protect the State’s interests relative to pending and proposed legislation and in accordance with specified guidelines: <br> 
<br> 
· Evaluates active and proposed legislation by reviewing the language, determining program impact, and providing a recommended position. <br> 
· Develops and recommends legislative proposals by assessing current operational needs and program enhancements.

· Testifies at hearings by appearing before legislative committees as DGS’ subject matter expert. <br> 
· Assists in developing regulations by providing operationally functional processes and procedures to implement the intent of legislation. <br> 
· Develops, recommends, and implements statewide policies, procedures, revisions and proposed legislation in capital outlay arenas by applying project management knowledge and expertise; utilizing the best industry practices, current market trends and considerations and political implications and legislative requirements. <br> 
· Evaluates, develops and administers legal authority to execute public works projects by utilizing existing statutes, regulations, budget act and legislation. <br> 
· Develops improved and/or innovative problem solutions and risk assessments relating to department, division, branch and client programs, procedures, business processes, and/or policies by using standard methodologies and emerging trends. <br> 
· Evaluates and recommends departmental position on legal matters such as pending lawsuits involving public works and projects by acting as the department’s program expert. <br> 
<br> 
In order to provide continuity of branch management, may act for the Branch Chief in his/her absence as required by attending meetings, representing the Branch, making decisions, signing documents, and reporting urgent matters to the Executive Office and briefing the Branch Chief upon his/her return to the office. <br> 
<br> 
MARGINAL FUNCTIONS <br>  <
· Reviews and recommends approval of disciplinary action recommended by subordinate supervisors using DGS Managerial/Supervisory policies, procedures, and objectives. <br> 
· Approves support budget expenditures in accordance with the approved budgetary allocations and assist in the development of the annual support budget based upon information from the Department and Division Budget Offices.

 <br> 
Knowledge of: All phases of the State's capital outlay process; architecture; details of planning, designing and constructing public buildings; architectural building materials; costs, codes and construction methods; structural, electrical and mechanical engineering as related to buildings; principles of budgeting as related to the capital outlay process; use and application of computers in capital outlay project monitoring. <br> 
<br> 
Ability to: Analyze comprehensive architectural designs; present information clearly and effectively in pictorial and written forms; analyze situations accurately and adopt an effective course of action.<br> 
Special Personal Characteristics <br> 
· Good attendance. <br>
· Dedicated to job responsibilities. <br>
<br> 
Interpersonal Skills <br>
· Ability to be a good team leader for a team of DGS employees and private consultants/contractors working together toward successful completion of a project. <br> 
· Willing to adapt to changes. <br> 
· Willingness to supervise staff from different professional backgrounds and varying levels of ability. <br>
<br>
Additional Desirable Qualifications <br>
· Ability to use computer software applications, MS Word, MS Excel, and MS Project. <br>
· Ability to learn and understand all phases of the State’s capital outlay process. <br>
· Ability to learn the principles of budgeting as related to the capital outlay process. <br>
Knowledge of the following: <br>
· Construction management process. <br>
· Real estate development process. <br>
· Design process for commercial, institutional, industrial, and multi-building construction. <br>
· Project scheduling. <br>
· Details of planning, designing and constructing public buildings. <br> 
· Public Contract Codes. <br>
· Cost estimating, codes and construction methods. <br> 
· Structural, electrical and mechanical engineering as related to buildings. <br>
· Consultant fee structures. <br>
· Construction bid process. <br>
· Project cost accounting. <br>
<br> 
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES <br>
· Ability to travel by airplane and vehicle. <br> 
· Appropriate attire for professional office environment. <br>
· Multitask, meet deadlines and adjust to changing priorities. <br> 
· Function effectively in an automated and ever changing environment. <br>
· Daily use of PC and related software applications at a workstation in a cubicle environment. <br> 
· Participate in protest hearings and substitution of subcontracting. <br>
· Participate in claims hearings and provide depositions. <br> 
· Present self professionally. <br> 
· Required, if necessary, to work over eight hours per day. <br> 
· Required, if necessary, to work weekends. <br> 


