	
	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

8382-OPSC
ANALYST’S INITIALS

NSP
DATE

05-06-14


	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 Management Auditor 
	POSITION NUMBER

306-728-4159-034
	TENURE

 FORMDROPDOWN 
 
	TIME BASE

 FORMDROPDOWN 
 
	CBID

R01

	OFFICE OF

Office of Public School Construction
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY

Associate Management Auditor
$4,619.00
TO
$5,897.00
SSMA

Rg A - $3106-$3704
Rg B - $3204-$4010
Rg C - $3841-$5050

	SEND APPLICATION TO:

Office of Public School Construction

707 3rd Street, 9th Floor, Room 115
West Sacramento, CA 95605

Attn: Deah Welch
	REPORTING LOCATION OF POSITION

707 Third Street
	

	
	SHIFT AND WORKING HOURS

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

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916) 375-4650
	PUBLIC PHONE NUMBER


	

	
	SUPERVISED BY AND CLASS TITLE

Staff Management Auditor  
	FILE BY

05-19-14


	PLEASE REFERENCE RPA #8382 AND THE BASIS OF YOUR ELIGIBILITY ON THE APPLICATION<br>
WILL CONSIDER FILLING AT THE STAFF SERVICES MANAGEMENT AUDITOR LEVEL<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>
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><
SELECTION CRIETERIA – The selection criteria will be in the following order <br>
SROA/Surplus eligible will be considered prior to other recruitment methods. Transfers or reinstatements may be br>
considered. Consideration may be given to applicants who are on a DGS employment list or on another department’s br> employment list.  Transfer of list eligibility must meet the criteria to transfer the eligibility from the other department’s br> employment list to DGS’ employment list. Applications will be evaluated based on eligibility and desirable qualifications br>
and interviews may be scheduled. <br>>
<br>
ESSENTIAL FUNCTIONS
To ensure the proper policies and procedures are being followed, the following work will be performed in accordance with br>
the principles and guidelines of the DGS Manuals, State Allocation Board (SAB) Regulations, Education Code, br>
School Facilities Program Regulations, and State and Federal Law. br>
<br>
In order to perform more complex compliance reviews of program certifications and expenditures reported from br>
school districts for the School Facility Program (SFP): br>
· Instructs school district personnel of the detailed processes and procedures to follow in accounting for SFP br> 
projects and assure all funds are spent appropriately. br>
· Coordinates audit reports of SFP projects based on expenditure reports received from respective school br>
districts by meeting with school district personnel, supervisors, and managers. 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 Management Auditor
	POSITION NUMBER

306-728-4159-034
	RPA NUMBER

8382-OPSC
 
	FILE BY

05-19-14

	ESSENTIAL FUNCTIONS (Cont'd) <br>
<br>
· Analyzes expenditure reports received from respective school districts and determines compliance to the SFP br>
laws and regulations. br>
· Reconciles SFP expenditure reports independently by reviewing school district budget reports, contracts, br
warrants, and other supporting documentation. br>
· Prepares audit reports independently based on expenditure reports received from respective school districts by br> completing audit working papers and generating an audit report summary. Audit reports are prepared for school br> districts’ records and are used for closing out projects at the State Allocation Board. br>
· Recommends audit findings to school districts by developing reports and presenting to appropriate school br>
districts. br>
<br>
In order to determine the amount of the district’s contribution toward financial hardship projects: br>
· Verifies that funds are expended appropriately by reviewing financial statements and fund br>
reconciliations independently and adjusts project funding as shown on financial statements to actual br>
amounts expended. br>
· Gains consensus of school districts over the amount of funding that the district will contribute to its br>
project by conferring with districts and/or their consultants through emails, telephone conversations and br>
meetings. District agreement is necessary in order for staff to process items to the State Allocation Board’s br>
consent agenda. Without agreement, the districts may appeal, and staff will prepare a special item for the br>
Board’s consideration.

<br>
In order to contribute to the development and maintenance of the uniform standard used during the audits of the br>
School Facility Program: br>
· Trains new auditors by explaining law, policy, and audit guide requirements. br>
· Maintains the integrity of the SFP by following the audit program developed by the OPSC to ensure br>
standard procedures are adhered to, and consistency is achieved during the closeout review process. br>
· Follow established procedures for creating audit working papers and audit plans br>
· Adhere to the audit program to ensure that all required steps in the compliance and expenditure review br>
are completed

<br>
In order to contribute to the overall enhancement of the audit team and audit program: br>
· Acts as a lead analyst by assigning and delegating work activities by coordinating the assignment of audits to br>
ensure workload demands are met. 

· Maintains the integrity of the audit databases by assisting the information systems personnel in the br>
enhancements to audit databases. Audit database integrity must be maintained in order for audit staff to br>
be able to provide good historical records, and accurate data to management, school districts, the public, br>
State Allocation Board members, and other governmental agencies, including the Legislature. br>
· Assists management by providing initial training to new staff, being a resource of information to other staff, br>
and coaching/mentoring junior staff.

<br>
MARGINAL FUNCTIONS <br>
<br>
In order to gain additional knowledge of recent SAB decisions on the various School Facility projects and programs: br>
· Participates in meetings (i.e. legislative hearings, State Allocation Board meetings and other public forums) br>
by attending the monthly SAB meetings. br>



	CLASS TITLE

Associate Management Auditor
	POSITION NUMBER

306-728-4159-034
	RPA NUMBER

8382-OPSC
 
	FILE BY


05-19-14

	KNOWLEDGE AND ABILITIES <br>
<br>
Knowledge of:  Elementary statistics; organization and management in the public and private sector, current trends, br>
and problems in governmental management; principles of electronic data processing, the uniform accounting system, br>
and the financial organization and procedures of the State of California, policies, rules, and regulations of the br>
Legislature, State Controller, State Treasurer, Department of Finance, and central control agencies as they relate to br>
State agency financial and program management activities. br>
<br>
Ability to:  Conduct financial and management duties of a variety of State agencies, governmental jurisdictions, and br>
other entities; make investigations of accounting and financial organization procedures and problems; br>
communicate effectively; and analyze data and take effective action. br>
<br>
DESIRABLE QUALIFICATIONS br>
<br>
SPECIAL PERSONAL CHARACTERISTICS br>
· Ability to qualify for a fidelity bond and willingness to travel and work away from the headquarters office. br>
ADDITIONAL QUALIFICATIONS br>
· Education equivalent to graduation from college with any major. br>
· Possession of a valid California Driver’s License. br>
· Completion of the Defensive Driver Training Program, and a valid certificate. br>
INTERPERSONAL SKILLS br>
· Ability to work well with a team and independently. br>
· Ability to take and follow direction from supervisors. br>
· Ability to keep required job schedule. br>
· Ability to focus attention on details. br>
· Ability to follow work rules. br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES br>
· Requires appropriate business dress for office environment. br>
· Requires ability to effectively handle stress and deadlines in a fast-paced work environment. br>
· Excellent written and verbal communication skills. br>
· Ability and willingness to travel throughout California as required for successful job performance. br>
· Ability to work overtime as required for successful job performance. br>
· Analyze and prepare reports and correspondence. br>
· Ability to apply and interpret policies regulations, and laws of the State Allocation Board and the Office of br> 
Public School Construction pertaining to the various programs administered by those agencies.

· Effectively operate a computer using the following software programs: Microsoft Word, Excel, PowerPoint br>
and Outlook.

· Knowledge of modern office methods, business English, principles of organizational management, br>
accounting, and auditing, school finance with particular reference to the work within the Office of Public br>
School Construction. br>



