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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

8723
ANALYST’S INITIALS

JE
DATE
9/5/14 


	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
	POSITION NUMBER

 306-728-5393-045

	TENURE

Permanent
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R01

	OFFICE OF

OPSC-Administrative Services 
	LOCATION OF POSITION (CITY or COUNTY)

                         West Sacramento
	 FORMDROPDOWN 
 SALARY

AGPA
$4,488 - $5,618


	SEND APPLICATION TO:
Department of General Services
Attention:  Deah Welch
707 Third Street, 9th Floor

West Sacramento, CA 95798-9052
 
	REPORTING LOCATION OF POSITION

   707 Third Street 6th Floor, West Sacramento

	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 8:00am to 5:00 pm 
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	HR/PL PHONE NUMBER

916 375-4743
	PUBLIC PHONE NUMBER

 
	POST & BID FILE BY: 

     

	
	SUPERVISED BY AND CLASS TITLE
  Janet Mizushima, SSM I
	FILE BY

9/19/14

	The Department of General Services’ (DGS) Core Values and Employee Expectations are keys 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>

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>
ESSENTIAL FUNCTIONS br>
To ensure the proper laws, regulations, policies and procedures are being followed, the following work will be performed in accordance with the State Allocation Board (SAB) Policy/Regulation, School Facilities Program (SFP) Regulations, Department of Finance (DOF), State Controller’s Office (SCO), Budget Letters, Executive Orders, General Accepted Accounting Principles (GAAP), Government Codes and/or State Administrative Manual (SAM): br>
 br>
In order to ensure that funds are available to support the financial operations of the various school facility programs administered by the Office of Public School Construction (OPSC): br>
· Develops monthly Status of Funds report for all SFP programs for presentation to the SAB for approval, by researching financial transactions in the SCO database and historical reports, and conducting analysis to determine accuracy of grant allocation data in OPSC applications in order to report financial and project grant activity for all voter approved general obligation bonds and remaining bond authority. 

· Develops ad hoc reports to present to DOF, State Treasurer’s Office and OPSC management, by conducting research and analysis of Budget Letters, SCO reports, reports prepared by the Accounting Team, master report of cash accounts and balances of bond sale proceeds, to ensure accuracy of reporting and conformance with budget and accounting policies and instructions, to identify available cash bond sale proceeds and forecasted cash needs in preparation of the seasonal sale of general obligation bonds.

· Determines appropriate allocation of cash bond sale proceeds to school district grant apportionments as approved by the SAB, by researching and applying extensive knowledge and interpretation of all applicable laws, regulations, policies, and funding practices, to adhere to SCO requirements for the use and disbursement of bond sale proceeds.




	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 Governmental Program Analyst
	POSITION NUMBER

 306-728-5393-045
	RPA NUMBER

 8723- OPSC
	FILE BY


 9/19/14

	ESSENTIAL FUNCTIONS (Cont’d) br>
<br> 
· Identifies accounts to fund administrative costs as approved by the Final Budget Act, by conducting a thorough analysis of approved Final Budget Act of administrative costs, researching SCO reports and OPSC application generated reports on account data, to present recommendations to SCO, California Department of Education, and DGS management.

· Conducts detailed research and analyses of Priority Funding requests and all supporting documentation submitted by a School District and/or County Office of Education, to determine cash available for a priority funding round and ensure statutory and regulatory adherence through evaluation, interpretation and application of relevant laws, regulations and policies, to develop recommendations to convert an unfunded approval to a funded apportionment for presentation to the SAB for approval. 

· Determines appropriate labor compliance program required for monitoring or enforcing prevailing wage requirements on school construction projects funded with SFP grants and identifies SFP projects with potential non-compliance prior to the release of funds, by conducting research and analysis of SFP Regulations, California Labor Code, construction contract award dates and state bond funding source information, to ensure SFP projects are meeting all statutory and regulatory requirements as they pertain to compliance with prevailing wage requirements.
· Develops the Status of Fund Releases report and prepares accompanying graphs for presentation to the SAB, by conducting research of funds disbursed from the cash proceeds received by the State Treasurer’s Office from a General Obligation Bond sale or from the sale of commercial paper, and conducts a detailed analysis to determine funds available in each proposition, bond sale proceeds remaining for each bond sale, the dollar amount of funds released, and the percentage of bond sale proceeds released in order to demonstrate the amount of projects and districts that have had funds released to ensure bond accountability.  <br> 
<br> 
In order to verify school facility funding: <br> 
· Conducts research and analysis of receipts and expenditure transaction data, to determine anticipated program cash needs in order to provide recommendations to OPSC management in a detailed cash flow report.

· Develops detailed report for bond sale proceeds expended, by gathering data and conducting analysis of OPSC applications and reports to advise OPSC management on funds available to be expended for future school construction projects.

· Develops procedures that monitor emerging funding issues that affect Education Code, SAB regulations, and/or OPSC policies.
· Presents solutions and alternatives to address identified issues and/or program related findings in applying for SFP funding by applying extensive knowledge and interpretation of all applicable laws, regulations and policies. <br> 
<br> 
In order to avoid the assessment of arbitrage penalties and remain in compliance with requirements for bond sale proceeds:

· Researches and identifies State Treasurer’s Office directives, statutory requirements, and Internal Revenue Service requirements regarding the use of both taxable and non-taxable bond sale proceeds.  Analyzes cash assigned to projects from older bond sales to determine risk to the state and to the School Facilities Program of funds not being spent within certain time periods.  Develops and presents for approval to OPSC management, and ultimately the State Treasurer’s Office, recommendations that identify alternative methods of assigning cash to projects and accounts to avoid costly penalties and make the most efficient use of cash available.
<br> 
In order to provide training and guidance to staff members: <br> 
· Acts as a lead person over lower level staff members by providing training for staff development on the various programs administered by the SAB and the OPSC, to ensure appropriate apportionment of State controlled funds. 

· Develops and presents information to all OPSC staff regarding the implementation of new laws, regulations, policies and procedures that have been approved or adopted by the SAB. <br> 
<br> 
In order to update various applications based on program changes:

· Prepares write-ups to the Information Technology Unit (IT) for program changes and modifications based on changes in regulations, Ed Code and internal processes.

· Completes testing of program changes and provide input to IT and management. <br>
<br>
MARGINAL FUNCTIONS <br>
In order to act as liaison for the office: <br>
· Responds to inquiries from governmental agencies, and various public and private organizations through telephone calls, written correspondence, reports, presentations, meetings, etc.

SPECIAL PERSONAL REQUIREMENTS<br>
Demonstrated ability to act independently, open-mindedness, flexibility, and tact. <br>
<br>
DESIRABLE QUALIFICATIONS<br>
· Education equivalent to graduation from college with any major, preferably accounting/business. 

· Experience in applying and interpreting policy regulations and laws.

· Experience and proficiency with Microsoft Word, Excel, PowerPoint and Outlook.

· Experience handling multiple responsibilities.

· Strong organizational and communication skills.

· Possession of a valid California Driver’s License.

· Completion of the Defensive Driver Training Program and a valid certificate.

· Ability to keep required job schedule. <br>
<br>
INTERPERSONAL SKILLS<br>
· Ability to work well with a team or independently.

· Ability to take and follow direction from supervisors. <br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES<br>
· Requires appropriate dress for the office environment.

· Requires ability to effectively handle stress and deadlines in a fast-paced work environment.

· Excellent written and verbal communication skills.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                  

· Occasional travel throughout California to visit school sites and perform visual inspections as required for successful job performance.

· Occasional overtime, as required, for successful job performance.

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

· Ability to apply and interpret policy regulations and laws of the SAB and the OPSC pertaining to the various programs administered by those agencies.
· Add, subtract, multiply and divide in all units of measure, using whole numbers, common fractions or decimals. br>
br>
SELECTION CRITERIA  <br>
· SROA/Surplus employees are encouraged to apply and will be considered prior to other recruitment methods.

· Transfers, reinstatements, or recruitment from the employment list may be considered.  <br>
br>
NOTE: All applicants must meet the minimum qualifications for the classification in order to be eligible for appointment or transfer to the position. Your application must clearly demonstrate how your experience meets those qualifications. To view the minimum qualifications listed in the Class Specification, click below: <br>
<br>
Associate Governmental Program Analyst br>
<br>
· Applications will be evaluated based on eligibility, and desirable qualifications and interviews may be scheduled.r>
br>
HOW TO APPLY br>
If interested, please submit a completed standard State Application (Std. 678), and any other relevant documents (cover letter, resume, copy of diploma, unofficial transcripts, etc.) to the address and contact listed on this bulletin. br>
br>
Please include RPA #8723 and indicate your eligibility on your application. <



