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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

8734
ANALYST’S INITIALS

JE
DATE
 8/19/14


	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 II
	POSITION NUMBER

 306-728-4801-004

	TENURE

Permanent
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R01

	OFFICE OF

OPSC - Program Special Services 
	LOCATION OF POSITION (CITY or COUNTY)

                         West Sacramento
	 FORMDROPDOWN 
 SALARY

$5,688 - $7,068


	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
  Juan Mireles, Deputy Executive Officer
	FILE BY

9/3/14

	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 policies and procedures are being followed, the following work will be performed in accordance with the principles and guidelines of the DGS Manuals, the Education Code, State Allocation Board, School Facility Program Regulations, and other State and Federal Laws.  <br>
<br>
The Incumbent will manage the complex operations of the Program Special Services section of the Office of Public School Construction.  The incumbent provides program direction and expertise through Staff Services Manager I’s by coordinating and overseeing the work activities of staff in the following areas: <br>
<br>
In order to provide support to OPSC executive staff and the State Allocation Board for purposes of hearing and resolving appeals: <br>
· Oversees staff in the production of concise, informative documents explaining complex technical issues as well as global policy issues for management review and/or inclusion in the SAB agendas.

· Maintains professional communication with the parties submitting and involved with appeals.  This includes seeking to understand the issue, explaining technical requirements and effectively conveying the staff position while providing excellent customer service.

· Seeks out information from internal staff to understand the relevant points of the appeal, while maintaining professionalism and objectivity. 
· Analyzes rules, regulations, procedures and unique circumstances to provide options for resolution.

· Maintains an operating standard by processing appeals to the SAB for approval within 60 to 120 days of receipt, to achieve OPSC and SAB directives. <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

Staff Services Manager II
	POSITION NUMBER

 306-728-4801-004
	RPA NUMBER

 8734- OPSC
	FILE BY


 9/3/14

	ESSENTIAL FUNCTIONS (Cont’d) br>
<br 
In order to interpret, implement and manage the impact of new legislative, regulatory and policy level changes that relate to the Office of Public School Construction and the School Facility Program: br>
· Oversees the production of concise, informative documents explaining complex technical issues as well as global policy issues for inclusion in the SAB agendas.

· Provides direction to staff by guiding the development of issue papers and proposed regulatory language by which the programs will be administered.

· Confers with and advises public and private officials on the interpretation and application of new statutes, rules and regulations controlling the allocation of State funds for public works projects by use of various public presentations forums, and continuous consultation with school districts and various interested parties. Presentations include SAB member briefings and presentations at SAB meetings.

· Develops policies and/or regulations by reviewing and formulating changes to update policies, guidelines and procedures used for OPSC activities, researching current policy changes, law, regulations and adherence to recognized program practices and evaluating the effectiveness of program services databases.

· Manages the complex tasks associated with budget proposals, implementation of new legislation, formulation of policies and procedures by identifying important issues/problem areas and analyzing data to come up with recommended solutions.

· Assists with contacts from legislators and media persons as they relate to the activities of the School Facilities Program or other programs by researching issues and providing program policy positions.
· Presents proposals to stakeholder focus groups for discussion at the regularly scheduled monthly SAB Implementation meeting. <br> 
<br> 
In order to assist the OPSC and the Department of General Services (DGS) to assess the impact of legislation, under the guidance of the Deputy Executive Officer: br>
· Work within tight internal deadlines directing and reviewing staff’s detailed bill analyses to analyze the impact of legislative bills on the OPSC’s programs and functions, suggesting and arguing an official position (neutral, oppose, etc.) for the DGS.

· Verify staff’s research, calculations, and projections to estimate the fiscal impact of a bill or legislative proposal.

· Interact with subject matter experts within and outside the OPSC, as part of the research process when new legislation is being analyzed.

· Oversee the drafting of and/or review language for suggested amendments to legislative bills. br>
br>
In order to assist the OPSC and the DGS to prepare legislative proposals, under the guidance of the Deputy Executive Officer: br>
· Assist in the development of policy and procedure, and influence the development of statutory changes for the purpose of program and process improvement.

· Prepare legislative proposals for departmental, agency, and Governor’s Office review.

· Work with legislative staff to draft proposal language for changes to statute prior to submittal to the Office of Legislative Counsel for review.

· Following approval of legislative proposals, work with legislative staff to draft amendments to the bill, as necessary throughout the legislative process. br>
br>
In order to ensure that the progress and completion of work assignments and tasks conform to the overall objectives of the department. br>
· Assigns work activities relating to processing of appeals, legislative reviews and policy documents by delegating work to staff of project managers in consideration of program workload and organizational priorities.

· Monitors work of subordinates by examining their work to ensure it meets quality, quantity, and timeliness standards and is consistent with the tone of the organization.

· Establishes program expectations and due dates by involving staff in planning work activities to accomplish project or program goals and objectives to ensure the effective completion of projects and to promote team building.

· Prepares and reviews correspondence and other written materials (such as letters, memos, special reports, audit findings and special board items) related to audit reviews/or investigations to respond to inquiries from various parties including the school districts, SAB, Legislature, Executive Office and Senior Management by researching applicable laws, regulations and interpreting the aforementioned to formulate an appropriate response. br>
br>
ESSENTIAL FUNCTIONS (Cont’d) br>
<br 
In order to act as staff to the SAB, the incumbent must do all of the following: br>
· Participates in meetings (i.e. legislative hearings, SAB meetings and other public forums) by attending the monthly SAB meetings; meetings with local government officials, attorneys, engineers, architects, school administrators and school boards; and contact school districts, media and legislative staff in response to inquiries for construction of school facilities, modernization of school facilities, maintenance of school facilities, use of public funds, and various other program related issues.

· Represents the OPSC at legislative hearings and monthly SAB meetings by providing expert program testimony and by presenting staff issues for recommendations to the SAB at meetings and other public forums. br>
br>
Oversees staff in the preparation of a variety of reports regarding activities of Program Services such as reports requested pursuant to legislation, annual General Obligation Bond Report, workload reports, and reports to the SAB on school facilities issues by meeting with supervisors and staff to discuss the assignments, providing direction and reviewing the results. br>
br>
In order to implement new programs for the purpose of training, career development and corrective action activities: br>
· Evaluates necessary staff resources, training needs and appropriate corrective action for existing and new staff by reviewing staff resources for proper alignment to the new program and the potential workload.

· Promotes departmental training for upward mobility purposes by encouraging staff participation.

· Establishes performance standards and expectations by conducting probationary reviews, annual Individual Development Plans, constructive intervention, disciplinary actions and training to enhance personnel growth.

· Provides any injured employee with the Employee’s Claim for Worker’s Compensation Benefits (SCIF 3301) by completing the SCIF Occupational Injury Report (SCIF 3067) and follows departmental Return to Work and Bargaining Unit Agreement guidelines for the purpose of returning employees to full duty. br>
br>
In order to maintain an accurate reporting to the State Controller’s Office (SCO) for issuance of correct payroll warrants of subordinate staff’s time or accurate reporting to the Office of Fiscal Services (OFS) for the billing of services for clients through the use of the Project Accounting & Leave (PAL) system in accordance with DGS policies and guidelines, MOU provisions and SPB or DPA laws and rules: br>
· Grants or denies subordinate staff requests for time off or requests to work overtime.

· Ensures subordinate staff has sufficient leave credits available for the leave requested.

· Enters subordinate’s time in PAL system, i.e., time charged to projects, leave usage, approved leave without pay (dock or NDI), absence without leave (AWOL), etc.

· Approves PAL entries for subordinate staff on dock or AWOL on or before the designated SCO semi-monthly or monthly payroll cut-off date to ensure the correct issuance of a SCO warrant on pay day.

· Approves or disapproves PAL entries for subordinate staff within three working days after the completion of the pay period.  This is to ensure the correct issuance of a SCO warrant that is returned to SCO for late dock, issuance of correct overtime pay due to an employee and proper billing to clients for services rendered. br>
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 Equal Employment Opportunity (EEO) Program objectives; and a manager's role in the EEO Program and the processes available to meet EEO objectives. br>
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 EEO objectives. br>
DESIRABLE QUALIFICATIONS br>
· Graduation from college with a Bachelor’s Degree.

· Willingness to travel throughout the State. 
· Experience in leading teams in a complex program, with successful outcomes.

· Exceptional organizational skills.

· Ability to effectively multi-task and change direction and priorities frequently.
· Possession of a California Drivers License and completion of a Defensive Drivers course.
· Experience with developing subordinate staff.
· Experience delegating work assignments with successful outcomes.
· Experience making recommendations that influence policy and/or policy making decisions.
· Strong communication skills and ability to deliver presentations in a professional environment. br>
br>

INTERPERSONAL SKILLS br>
· Ability to work well with a team or independently.
· Mature judgment, loyalty, poise, tact and discretion. br>
br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES br>
· Requires appropriate business dress for the professional office environment.

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

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

· Requires formal presentations to high-level constituencies from the Legislature, State Allocation Board, school districts, architects, and consultants.

· Occasional travel throughout California as required for successful job performance.

· Requires use of cell phone for continuous availability.

· Frequent daily use of a pc/laptop and related software applications at a workstation.    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>
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>
Staff Services Manager II br>
<br>
· Applications will be evaluated based on eligibility, and desirable qualifications and interviews may be scheduled.br> 
br>
HOW TO APPLY br>
If interested, please submit a completed standard State Application (Std. 678), a Statement of Qualifications of no more than one page describing your experience and/or education in providing program direction and expertise to subordinate staff in analyzing, drafting and implementing legislation, and developing recommendations to resolve program policy issues, and any other relevant documents (cover letter, resume, copy of diploma, unofficial transcripts, etc.) to the address and contact listed on this bulletin. br>
Please include RPA #8734 and indicate your eligibility on your application. <


