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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

8805
ANALYST’S INITIALS

LEW
DATE
 7/16/14


	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

 306-728-5157-003

	TENURE

Permanent
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R01

	OFFICE OF

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

                         West Sacramento
	 FORMDROPDOWN 
 SALARY

SSA
Rg A $2,873 - $3,600
Rg B $3,111 - $3,895
Rg C $3,731 - $4,671


	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
  Staff Services Manager I
	FILE BY

7/23/14

	<strong> PLEASE REFERENCE RPA #8805 AND THE BASIS OF YOUR ELIGIBILITY ON THE APPLICATION<br> <>
*PLEASE NOTE: The Duty Statement is currently under final review* <br>
<br>
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>
SELECTION CRITERIA  <br>
· Please submit a completed State Application (STD 678). <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.  Consideration may be given to applicants who are on a DGS employment list or on another department’s employment list.  Transfer of list eligibility must meet the criteria to transfer the eligibility from the other department’s employment list to DGS’ employment list. <br>
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. <br> 
<br>
ESSENTIAL FUNCTIONS OVERVIEW<br>
All work shall be accomplished in accordance with the guidelines of the Department of General Services (DGS), Business Services Team (BST), State Administrative Manual (SAM), Management Memos, Department of Finance (DOF) Budget letters, DGS Procurement Division, DGS Office of Fiscal Services (OFS) and State Controller’s Office, other pertinent laws, rules, policies, and Office of Public School Construction (OPSC) procedures/guidelines. <br>
 <br>
KNOWLEDGE AND ABILITIES <br> 

Knowledge of:  Principles, practices and trends of public and business administration, management and supportive staff services such as budgeting, personnel, and management analysis; and government functions and organization. <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. <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 Analyst
	POSITION NUMBER

 306-728-5157-003
	RPA NUMBER

 8805- OPSC
	FILE BY


 7/23/14

	SPECIAL PERSONAL CHARACTERISTICS: <br> 

Willingness as a learner to do routine or detailed work in order to learn the practical application of administrative principles; and demonstrated capacity for development as evidenced by work history, academic attainment, participation in school or other activities, or by well-defined occupational or a vocational interests; willingness and ability to accept increasing responsibility. <br> 
<br> 

DESIRABLE QULAIFICATIONS: <br> 

· Experience working with current State procurement laws, regulations, policies, procedures, including developing and implementing contracts and purchase orders.

· Experience working with both departmental and office teams resolving various acquisition issues.

· Experience handling multiple courses of action simultaneously.

· Experience working with other offices and the business community to resolve sensitive issues.

· Ability to express ideas and information clearly and accurately, both orally and in writing.
· Ability to exercise a high degree of initiative and independence. <br> 
<br> 

INTERPERSONAL SKILLS: <br> 

· Ability to work effectively in a team environment.
· Demonstrate a positive influence on office morale.
· Dependable and excellent attendance.
· Excellent analytical and problem solving skills.
· Strong organizational and time management skills.
· Ability to interpret written materials and convey information to employees and customers. <br> 
<br> 

WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES REQUIRED TO PERFORM DUTIES: <br> 

· Appropriate attire for professional office environment.

· Requires effectively handling multiple assignments with critical deadlines and frequently changing priorities.

· Effective communications skills.

· Frequent daily use of a personal computer, related software applications and peripherals at a workstation.

· Occasional overtime work as required for successful job performance.




