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	EMPLOYMENT
       OPPORTUNITY
	1.  RPA #
[bookmark: Text85]8570-OFAM
ANALYST’S INITIALS

KJM
DATE
08/18/14



	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 (AGPA) 
	POSITION NUMBER
[bookmark: Text83][bookmark: Text20]306-110-5393-019

	TENURE
PERMANENT
	TIME BASE
[bookmark: Dropdown4][bookmark: Text24]      
	CBID
R01

	OFFICE OF
[bookmark: Text88]Fleet and Asset Management (OFAM)
	LOCATION OF POSITION (CITY or COUNTY)
[bookmark: Text71]SACRAMENTO
	 SALARY

AGPA

$4,488
-
$5,618


	SEND APPLICATION TO:
[bookmark: Text87]Department of General Services
[bookmark: Text86]Office of Fleet and Asset Management
Attn:  Kimberly Garcia, RPA# 8570
1700 National Drive
[bookmark: Text35]Sacramento, CA 95834
Kimberly.Garcia@dgs.ca.gov

	REPORTING LOCATION OF POSITION
[bookmark: Text81]1700 National Drive, Sacramento, CA 95834
	

	
	SHIFT AND WORKING HOURS
 - 8:00 a.m. - 5:00 p.m.
	

	
	WORKING DAYS, SCHEDULED DAYS OFF
[bookmark: Text78][bookmark: Text79][bookmark: Text80]MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER
(916)  928-2529
	PUBLIC PHONE NUMBER
[bookmark: Text27](916)  928-2529
	

	
	SUPERVISED BY AND CLASS TITLE
Shari Hickman, SSM I
	FILE BY
08/29/14



	<br>
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. <br>
<br>
<em><b>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.<b></em><br>
<br>
<strong>DUTIES</strong><br>
Under the general direction of the Staff Services Manager I (SSM I), Administrative Services Unit for the OFAM, the incumbent serves as the budget liaison between OFAM and the Department of General Services Budget Office and is the central resource for the most complex analytical and technical staff functions in the area of fiscal management. <br>
<br>
In order to assist OFAM managers with managing their complex budgets and to ensure expenditures are correct and charged appropriately, the incumbent independently:<br>
· Reviews monthly budget reports (MBR) and income and expense reports for accuracy using ABMS reports, Excel and PAL databases. <br>
· Analyzes expenditure inconsistencies and makes recommendations for resolution by meeting with managers and discussing options to correct the identified problems. <br>
· Monitors line item authority controls by tracking line item overages in ABMS and resolves overages by preparing budget allotment transfers. <br>
· Prepares OFAM quarterly travel and over-time calculations and submits request to OFAM chief for approval. <br>
· Determines the appropriateness of rates, and develops alternatives to address rate issues by gathering and analyzing historical and projected fiscal data. <br>
<br>
In order to autonomously develop an intricate Financial Plan under the guidance of the OFS and OFAM managers: <br>
· Monitors and coordinates the annual budget process by setting up a schedule and working with OFAM management and OFS to finalize and submit completed budget information. <br>
· Ensures sufficient revenue is budgeted to fund the OFAM by preparing the annual revenue calculations. <br>
· Reviews OFAM Budget Change Proposals (BCPs)/Provisions for content and proper format by comparing with the Budget Letter guidelines. <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 
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	· Makes recommendations for improvements needed for charging services and receiving income by analyzing current methodologies.<br>
<br>
In order to respond to challenging special analysis requests from OFAM management for making critical decisions to resolve complex fiscal issues under the above guidelines: <br>
· Ensures adequate funding information is available to perform fiscal analysis by researching and making recommendations using expenditure trends from prior years, administrative overhead analysis and reconciliation of position reductions. <br>
· Interprets fiscal impact and program guidelines referenced in BCPs/Finance Letters/Provisions for program funding requirements utilizing the legal guidelines included in the Budget Act, legislation and government code that impacts OFAM. <br>
· Responds to special budget drills by gathering and compiling requested information using databases and other appropriate fiscal reports in order to meet the fiscal management needs of OFAM at management’s request. <br>
<br>
<strong>DESIRABLE QUALIFICATIONS:</strong><br>
· Experience in developing, creating and maintaining large Microsoft Excel spreadsheets. <br>  
· Experience working with various ABMS reports such as the monthly Budget Report, Income and Expense report and Payroll browsers.  <br>
· Focus attention to detail, follow-through, and completed staff work along with excellent organizational skills. <br>
· Dependability and excellent attendance and punctuality record. <br>
· Consistently exercise a high degree of initiative including improving/creating processes and systems. <br>
· Analyze situations and adopt effective course of action. <br>
· Commitment to quality customer service. <br>
· Mature judgment, loyalty, poise, tact, and discretion. <br>
<br>
<strong>ADDITIONAL QUALIFICATIONS:</strong><br>
· Working proficiency in Microsoft Word, Outlook, Visio, ABMS, and PAL. <br>
· Experience in analyzing and interpreting laws, rules, and regulations. <br>
<br>
<strong>WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES REQUIRED TO PERFORM DUTIES: </strong><br>
· Appropriate attire for professional office environment. <br>
· Daily use of PC and related software applications at a workstation. <br>
· Function effectively in an automated environment. <br>
· Multi-task, meet deadlines, and adjusts to changing priorities. <br>
· Ability to effectively handle stress and deadlines in a fast-paced work environment. <br>
<br>
<strong>HOW TO APPLY: </strong><br>
· If interested in this full-time, permanent position, please submit a completed employment <b>application (STD. 678)</b>, and <b>résumé</b> to the above address. <br>
· Specify <b>RPA #8570</b> and <b>state your eligibility</b> (e.g. lateral transfer, list appointment, SROA, etc) in the <b>Explanations section</b> of the application. <br>
· <b>If list appointment, include a copy of your EXAM RESULTS as well as copies of COLLEGE DIPLOMA /TRANSCRIPTS. If SROA, include a copy of your SROA documentation.</b> <br>
· Applications received without this information <b>will not be considered</b> for review <b>nor will e-mailed/faxed applications.</b><br>
· If you require receipt confirmation, please send return receipt through the U.S. Postal Service.<br>
<br>
<strong>SELECTION CRITERIA -</strong><br>
· SROA/Surplus employees are encouraged to apply. <b>Please include a copy of your SROA documentation </b><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. <br>
<br>
<center><b><font color=purple>***THIS IS AN ABBREVIATED JOB OPPORTUNITY BULLETIN***</font><br>
To request a copy of the complete duty statement, please contact Kimberly Garcia, Personnel Liaison, at 
(916) 928-2529 or via e-mail:<a href=mailto:”Kimberly.Garcia@dgs.ca.gov?subject=RPA 8570 Admin Budgets”>kimberly.garcia@dgs.ca.gov </a>and one can be faxed or e-mailed to you.</b></center>
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