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	EMPLOYMENT

       OPPORTUNITY
	RPA # 

8653-ISD
ANALYST’S INITIALS 
der
DATE

10/7/14


	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 Manager I (Specialist)
	POSITION NUMBER

306-620-4800-xxx
	TENURE

PERMANENT     
	TIME BASE

FULL TIME     
	CBID

S01

	OFFICE OF

Interagency Support Division
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY

$5,181

TO
         $6,437    

	SEND APPLICATION TO:

Department of General Services

Attn:  Yvonne Newton
Executive Office
707 Third Street, 8th Floor

P.O. Box 989052

West Sacramento, CA  95798-9052
	REPORTING LOCATION OF POSITION

707 Third Street,  West Sacramento
	

	
	SHIFT AND WORKING HOURS

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

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916)  376-5025
	PUBLIC PHONE NUMBER

(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE

Brent Jamison, Deputy Director
	FILE BY

10/23/14


	Candidates that have previously applied do not  need to resubmit their applications

All work is to be performed in accordance with all applicable federal and State laws, rules, Government Code and other statutory mandates, regulations and/or guidelines of the State Personnel Board, California Department of Human Resources (CalHR), State Administrative Manual (SAM), Department of Finance, and the Department of General Services (DGS). br
br
DGS’s Core Values and Employee Expectations are essential 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, while protecting the interests of the State of California”.  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
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
Under general direction of the ISD Deputy Director, the incumbent functions as ISD’s non-supervisory, highly skilled and independent staff services specialist responsible for management of the most complex, sensitive, and highly visible special projects pertaining to departmental procedures, strategic planning, program and organizational needs.  The incumbent acts as the Deputy Director’s principal staff representative for program management and also includes interactions with high-level DGS Executives, Agency staff, program staff, program customers, and external stakeholders. br
 br
SELECTION CRITERIA – The selection criteria will be in the following order: br
· SROA/Surplus eligible will be considered prior to other recruitment methods. br
· Transfers or reinstatements may be considered.  br
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. br
ESSENTIAL FUNCTIONS br
After consultation with senior management on new developments, and in order to plan special comprehensive projects, the incumbent will make recommendations to program management on: br
· Conducts research and studies, analyzing data, determining fiscal impacts, developing alternatives (if warranted), and reporting findings/recommendations for decisions to be made by the ISD Deputy Director; br
· Defines the scope of work with subject matter experts; br
· Creates a detailed project plan which identifies and sequences the activities needed to successfully complete the project as well as an analysis of benefits, costs, budgetary restraints, and any related risks; br
· Determines the resources required to complete the project; 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) 


	 CLASS TITLE

Staff Services Manager I (Specialist)
	POSITION NUMBER

306-620-4800-xxx
	RPA NUMBER

8653-ISD
	FILE BY

10/23/14 

	ESSENTIAL FUNCTIONS (continued) br
· Develops a schedule for project completion that effectively allocates the resources to the activities; br
· Defines the responsibilities of all parties involved, including but not limited to, customers, management, project team, vendors, ETS and others affected by the project; br
· Reviews the project schedule with senior management and others that will be affected by the project activities, and revising the schedule as required; br
· Determines the objectives and measures upon which the project will be evaluated at its completion. br
In order to monitor progress of the project, and in conjunction with program management, the incumbent will: br
· Checks project work, including the budget and current and future workload, identifying opportunities for creating efficiencies and system improvements and making adjustments as necessary to ensure that progress is within expected guidelines and is completed on time and within budget; br
· Reviews the quality of the work completed with the program manager on a regular basis to ensure that it meets the project standards; br
· Proposes, develops, and implements a communication schedule to update the ISD Deputy Director, ISD Executive Staff, Agency staff, program management, customers, partners and external stakeholders on the progress of the project; br
· Conducts research, analyze and write reports on the project for the ISD Deputy Director, ISD Executive Staff, Agency staff, program management, customers, partners and external stakeholders.  br
In order to facilitate effective project management, the incumbent independently: br
· Is responsible for continuous strategic planning resulting in the evaluation and implementation of continuous project management process improvement; br
· Initiates, directly engages, and maintains contact with high-level DGS Executives, Agency staff, program staff, program customers, and external stakeholders; br
· Reviews proposed legislation to determine impact on the efficient completion of ISD programs and projects, and provides recommendations on the process for implementing passed legislation affecting ISD programs; br
· Clarifies various executive orders, policies, laws, rules and regulations with program management; br
· In collaboration with program management proposes, develops and implements measures to maximize best practices and increase efficiencies of effective project management; br
· Proposes, develops, and implements best practices and increase effectiveness and efficiencies to achieve ISD goals and promote collaboration and linkages among ISD programs. br
· Makes recommendations to program management for obtaining consensus and facilitating teamwork within each project team; br
· Develops, administers and maintains a comprehensive in depth ISD project management tracking system to ensure that deadlines and audit practices are followed and departmental, Legislative and Governor’s Office policies/goals are met; br
· Facilitates and mediates disputes and makes recommendations to the ISD Deputy Director in support of highly sensitive, complex decisions involving the development of new or revised policies pertaining to departmental procedures, strategic planning, program and organizational needs. br
br
In order to implement a project, the incumbent will consult with and make recommendations to the ISD Deputy Director, ISD Executive Staff and program management on: br
· Executes the project according to the project plan; br
· Organizes and conducting project team meetings; br
· Develops forms and records to document project activities as well as setting up files to ensure that all project information is appropriately documented and secured; br
· Develops project reporting structures and frequency of interaction and any training requirements that may be needed; br
· Reviews and analyzes complex statistical workload data based upon established and emerging division priorities; br
· Identifies, tracks, monitors and communicates project related issues, scope changes, variances and contingencies and risks that may arise and facilitating amicable solutions with developed strategies. br
In order to evaluate the project to ensure project deliverables are on time, within budget and at the required level of quality, the incumbent will consult with and make recommendations to program management regarding: br
· Collects and examines data to identify trends, anomalies, inconsistencies and errors; br
· Conducts complex analyses, compiling, reviewing, and disseminating performance metrics reports as directed; br
· Interprets data to form opinions and making independent recommendations to management for action; br
· Communicates with management to facilitate their understanding of the performance metrics data; br
· Provides updates at various meetings, such as but not limited to, the weekly management team and quarterly all-staff meetings; br
· Conducts needs assessments for the improvement of existing performance metric tools and making recommendations. br
MARGINAL FUNCTIONS br
In order to provide executive and administrative assistance to the ISD Deputy Director: br
· Reviews outgoing materials and correspondence prepared by staff for the ISD Deputy Director’s signature by ensuring consistency and compliance with departmental policies; br
· Schedules appointments, by telephone and email, with various officials throughout state government, including the Legislative offices, Agency, and the DGS Executive Office; br
· Manages the ISD Deputy Director’s calendar utilizing Microsoft Outlook; br
· Coordinates travel arrangements for the ISD Deputy Director following DGS and the California Department of Human Resources guidelines and procedures; br
· Prepares charts, graphs and other visual aids for oral and/or written project presentations and management briefings on various issues for the ISD Deputy Director, ISD Executive Staff, Agency staff, program management, customers, partners and external stakeholders.  br
KNOWLEDGE AND ABILITIES br
Knowledge of:  Principles, practices, and trends of public and business administration, including management and supportive staff services such as budget, personnel, management analysis, planning, program evaluation, or related areas; principles and practices of employee supervision, development, and training; program management; formal and informal aspects of the legislative process; the administration and department's goals and policies; governmental functions and organization at the State and local level; department’s  Affirmative Action Program objectives; and a manager's role in the Affirmative Action Program and the processes available to meet affirmative action objectives. 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; review and edit written reports, utilize interdisciplinary teams effectively in the conduct of studies; manage a complex Staff Services program; establish and maintain project priorities; develop and effectively utilize all available resources; and effectively contribute to the department's affirmative action objectives. br
DESIRABLE QUALIFICATIONS br
· Possess experience in simultaneously managing multiple, special, comprehensive projects that are complex, sensitive, and highly visible in nature while maintaining focus on the organization’s mission. br 
· Demonstrated skills in writing, speaking and making effective presentations with people at various levels of responsibility within state government. br
· Demonstrated ability to research, collect data, analyze, interpret, draw conclusions, and make recommendations for decision making purposes. br
· Demonstrated understanding of programmatic budgeting and ability to analyze and recommend fiscal strategies based on project and/or strategic planning impacts. br
· Excellent computer skills with emphasis on Microsoft Office Suite and the ability to learn DGS and ISD specific systems, programs, and databases for program data collections and analysis. br
· Familiarity and sensitivity to the priorities, missions and goals of the Administration, Department and the Division. br
SPECIAL PERSONAL CHARACTERISTICS: br
· Mature judgment, loyalty, discretion and professionalism. br
· Excellent analytical and problem solving skills. br
· Organize and structure work for effective performance and goal attainment and set and balance priorities. br
· Demonstrated ability to be self-motivated, operating with a high degree of independence, flexibility and diplomacy. br
INTERPERSONAL SKILLS: br
· Establish and maintain cooperative working relationships with diverse groups of people. br
· Excellent communication (verbal and written), negotiation and mediation skills. br
· Receive and follow direction from high level executive staff and to motivate and influence others toward effective individual or team work performance. br
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES REQUIRED TO PERFORM DUTIES: br
· Appropriate attire for professional office environment. br
· Sensitive setting working with representatives of State agencies. br
· Daily use of computer, related applicable software, phone, and copy machine at a work station. br
· Effectively work under pressure, handle stress, deadlines and time constraints in a face-paced environment. br
· May be called on during off-duty hours to respond to emergencies and requests in order to maintain critical programs under the direction of existing policies and procedures. br
· Some travel may be required in and out of town. br



