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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

8905-PROC
ANALYST’S INITIALS

nh
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

Staff Services Manager II (Supervisory)
	POSITION NUMBER

306-496-4801-003
	TENURE

PERMANENT
	TIME BASE

FT
	CBID

SO1

	OFFICE OF

Procurement Division
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY

$5688
TO
$7068

	SEND APPLICATION TO:

Dept of General Services

Procurement Division

707 Third Street,  2nd Floor, Room 2-230
West Sacramento, CA 95605
MS 2-212
Attn:  Darlene McCormick
	REPORTING LOCATION OF POSITION

707 Third Street, West Sacramento
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 8:00 a.m. - 5:00 p.m.
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916)  375-4513
	PUBLIC PHONE NUMBER

(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE

Angel Carrera, CEA B
	FILE BY

9/19/14

	<br> br> For a complete duty statement please email darlene.mccormick@dgs.ca.gov<br>
SELECTION CRITERIA: Please reference RPA #8905 on your application. <br>
· Please submit a completed State Application (STD 678) and resume to the address above <br>
· SROA/Surplus, & Re-employment employees are encourage to apply<br>
· Transfers, reinstatements, or recruitment form the employment list, and a Training and Development 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’s employment list.<br>
· Out of class assignment may be considered, all methods of appointment will be considered. <br>
· Application will be evaluated based on eligibility and desirable qualification and interviews may be scheduled. <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>

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>
ESSENTIAL FUNCTIONS<br>
In order to support the state’s mandate to increase state contracting opportunities for Small Businesses and Disabled Veteran Business Enterprises, administers statewide policies governing the certification of Small Business and Disabled Veteran Business Enterprises in accordance with statutes, codes, regulations, current Legislation, Executive Orders, Management Memos and Administrative Orders. <br>
· Develops and implements certification policies and procedures governing the Small Business (SB)and Disabled Veteran Business Enterprise (DVBE) programs. <br>
· Assures that policy and procedures are maintained by recommending changes to regulations and incorporating new legislation. <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 (Supervisory)
	POSITION NUMBER

306-496-4801-003
	RPA NUMBER

8905-PROC
	FILE BY


9/19/14

	ESSENTIAL FUNCTIONS continued<br>
· Works in cooperation with subordinates and other managers to plan and conduct meetings in order to monitor compliance and make recommendations to state department and agency heads regarding SB and DVBE programs and policies. <br>
<br>
In order to meet program goals and objectives, oversees SB/DVBE utilization compliance reviews and certification audits made through both the reciprocity and ongoing processes by: <br>
· Reviewing, and approving/disapproving recommendations for de-certifications and sanctions. <br> 
· Evaluating SB/DVBE utilization compliance reviews and certification audit needs by assessing the quality department reports and the quality of work performed by staff, as it relates to workload and making recommendation to staff and higher management, resulting in continuous improvement. <br>
<br> 
In order to administer statewide SB/DVBE and Consulting Services contract reporting requirements for a consolidated report, develops reports utilizing data collected from state agencies/departments regarding Small Business and DVBE participation<br> 
· Identifies and communicates data collection requirements for state departments and establishes evaluation expectations for the unit. <br> 
· Oversees the review of statewide reports and establishes policies and practices to assess reporting accuracy and quality<br> 
· Consults and coordinates with the Outreach manager and CalVet to develop agency/department scorecards and improvement plans. <br> 
<br> 
In order to meet program goals and objectives, governs efforts to increase the pool of certified SB/DVBE businesses by: <br> 
· Planning and participating in meetings with special workgroups dedicated to resolving Small Business and Disabled Veteran Business Enterprise certification issues<br> 
· Developing and implementing outreach activities to educate potential SB/DVBE businesses on the application and certification processes <br>
<br>
EMPLOYEE LEAVE ACCOUNTING<br>
· In order to maintain accurate reporting to the State Controller’s Office (SCO) for issuance of correct payroll warrants of subordinate staff’s time through the use of the Project Accounting & Leave (PAL) system and to effectively manage and direct subordinate staff in accordance with DGS policies and guidelines, Equal Employment Opportunity and MOU provisions, State Personnel Board and Department of Personnel Administration laws and rules, and established personnel policies, rules and regulations: Grants or denies subordinate staff requests for time off or requests to work overtime. <br> 
<br>
EMPLOYEE PERFORMANCE<br> 
In order to effectively manage, coach, and direct subordinate staff in accordance with DGS constructive intervention process, Office of Legal Services direction, Equal Employment Opportunity and MOU provisions,  and established personnel policies, rules, and regulations: <br> 
· Identifies performance expectations utilizing the Essential Functions Duty Statement, probationary reports and/or Individual Development Plans (IDP), and conveys expectations to the employee via written and verbal communication/direction. <br> 
<br>
STAFFING LEVEL RESPONSIBILITIES<br> 
In order to avoid the loss of coded budgeted positions and to maintain adequate staffing levels to provide professional purchasing services in accordance with Section 14600 of the Government Code, the State Administrative and State Contracting Manuals: <br>
· Follows the PD Request for Personnel Action (RPA) process for recruitment to fill vacant or new positions.

· Reviews the Essential Functions Duty Statement and organizational chart provided by the PD Personnel Liaison (PL) for accuracy on the specific position being recruited and revises the duty statement as necessary.  <br>
<br>
MARGINAL FUNCTIONS

In order to ensure an effective contingency plan, makes recommendations on the utilization of personnel and equipment and determines action to be taken regarding disposition of personnel and equipment in periods of emergency or stress.

<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 Program objectives; and a manager's role in the Equal Employment Opportunity Program and the processes available to meet equal employment opportunity 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 equal employment opportunity objectives. <br>
DESIREABLE QUALIFICATIONS<br>
· Knowledge of state contracting for Small Businesses and DVBE Programs<br>
· Knowledge of supplier communities, business practices<br>
· Knowledge of state procurement processes<br>
· Proficiency with a personal computer and related software <br> 
· Knowledge of, Government Code, Military and Veterans Codes, and statutes related to purchasing<br> 
· Commitment to Quality Customer Service<br>
<br> 
SPECIAL PERSONAL CHARACTERISTICS<br> 
· Dependable; responsible; positive attitude<br> 
· Ability to lead and participate in teams<br> 
· Ability to provide objective overview of situations<br> 
· Willingness to accept challenges and handle multiple projects simultaneously<br> 
· Ability to effectively handle stress and competing deadlines<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES <br> 
· Professional office environment, appropriate business attire required<br> 
· Daily use of phone, fax, copiers and general office and telecommunication equipment<br> 
· Occasional use of cell phone, pagers, and laptop computer. <br> 
· Frequent use of a computer and related software applications and the Internet at a workstation<br> 
· Sitting in a seated position for extended periods of time<br> 
· Frequent off-site meetings within Sacramento and occasional out-of-town meetings within California that may require the use of various transportation modes, i.e. airplane, taxi, car, etc. <br> 
· Use of a hand cart to transport documents and/or equipment up to 15-20 lbs., i.e. laptop computer, files, reference manuals, solicitation documents, etc. <br> 
· Formal presentations with good communication skills<br> 



