	
	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

 8401-OHR
ANALYST’S INITIALS

NSP
DATE

04-29-14


	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 Analyst
	POSITION NUMBER

306-280-5157-XXX
	TENURE

Permanent 
	TIME BASE

Half Time (1/2)
	CBID

R01

	OFFICE OF

Human Resources
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	MONTHLY SALARY

Rg A:
$1,408.50-$1,764.50*
Rg B:  
$1,525.00 - $1,909.50*
Rg. C: 
 $1,829.00 - $2,289.50*
*Salaries are based on half time status.


	SEND APPLICATION TO:

Office of Human Resources
707 3rd Street, Suite 7-130 

West Sacramento, CA 95605
Attn: Eagen Patterson

	REPORTING LOCATION OF POSITION

707 Third Street 7th Floor, West Sacramento 95605
	

	
	SHIFT AND WORKING HOURS

Days – 20 Hours a week – Set Hours/5 days a week
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

Monday through Friday,  DAYS OFF:  Sat/Sun
	

	
	PUBLIC PHONE NUMBER

(916)  371-2453
	PUBLIC PHONE NUMBER


	

	
	SUPERVISED BY AND CLASS TITLE

Chief of Human Resources
	FILE BY

05-12-14


	The Department of General Services’ (DGS) Core Values and Employee Expectations 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 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.

All work to be accomplished in accordance with civil service law and rules utilizing the California Code of Regulations, Personnel Management Policy and Procedures Manual (PMPPM), Classification and Pay Guide, Personnel Management Liaison Memos (PMLs), CalHR Pay Letters and State Personnel Board (SPB) Pinkies, the Selection Manual and Federal Uniform Guidelines on Employee Selection, the Personnel Procedures Manual (PPM), and the Benefits Administration Manual (BAM) or issued Human Resources Memorandum. 
ESSENTIAL FUNCTIONS OVERVIEW

Under the supervision of the Chief, Office of Human Resources (OHR), the Staff Services Analyst is responsible for duties such as developing new and/or updating current OHR policies and procedures, performing complex analysis on a myriad of sensitive OHR subjects and creating and maintaining DGS vacant position tracking spreadsheets.   
For a complete Duty Statement, please click here.


	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 Analyst 
	POSITION NUMBER

306-280-5157-XXX

	RPA NUMBER

 8401-OHR
	FILE BY

05-12-14

	DESIRABLE QUALIFICATIONS

· Excellent verbal and written communication skills

· Excellent attendance

· Excellent organizational skills to manage and maintain follow-up systems

· Computer application skills including Microsoft Word processing and Excel spreadsheets.

· Knowledge of State Administrative Processes

· Excellent customer services skills
INTERPERSONAL SKILLS

· Respond to customers with tact and diplomacy

· Maintain a customer focused approach

· Use good judgment and problem solve with independent action

· Prioritize and respond to urgent matters quickly and decisively

WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES

· Organize and structure work for effective performance and goal attainment

· Modify plans or adjust priorities given changing goals and conditions

· Understand written and verbal communication

· Telephone usage is extensive

· Use of fax, copiers and general office equipment

· Office environment, business dress

· Effectively handle stress and deadlines in a fast paced environment

SELECTION CRITERIA

· SROA/Surplus employees are encouraged to apply.
· Transfers, reinstatements, or recruitment from the employment list may be considered.
· Applications will be evaluated based on eligibility and desirable qualifications.
· Only the most qualified will be interviewed.
HOW TO APPLY

If interested, please submit a completed standard State application (Std. 678) and any other relevant documents (cover letter, resume, copy of diploma etc.) to the address listed above.  
In the “Examination or Job Title” section

include “RPA ” and indicate the basis of your eligibility (list eligible, etc).




