	
	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

8983-DSA
ANALYST’S INITIALS

LEW
DATE

9/16/14

	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 Manager I
	POSITION NUMBER

718-640-4800-001

	TENURE

PERMANENT 
	TIME BASE

 FORMDROPDOWN 
      
	CBID

S01

	OFFICE OF

The Division of State Architect
	LOCATION OF POSITION (CITY or COUNTY)

SACRAMENTO
	 FORMDROPDOWN 
 SALARY

$5,181.00
TO
$6,437.00
 

	SEND APPLICATION TO:
Division of the State Architect

Headquarters

1102 Q Street, Suite 5100

Sacramento, CA 95811
Attention:  Salina Hernandez


	REPORTING LOCATION OF POSITION

1102 Q Street, Suite 5100
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 8:00am to 5:00 pm 
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916) 445-8100
	HR/PL PHONE NUMBER

(916)  341-6999
	POST & BID FILE BY: 

     

	
	SUPERVISED BY AND CLASS TITLE
Rebecca Kirk, Staff Services Manager II
	FILE BY

          10/1/14


	<br>Please reference RPA 8983 on your state application<br>
The Department of General Services’ (DGS) Core Values and Expectations of Supervisors and Managers 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 managers and supervisors are to adhere to 
the Core Values and Expectations of Supervisors and Managers, and to exhibit and promote behavior  consistent with 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>
DUTIES <br>
The incumbent shall promote and be accountable for client satisfaction and quality service, and will initiate or recommend changes that promote innovative solutions to meet client needs. <br>
All duties will be accomplished in accordance with all applicable State statutes and regulations; DGS procedures, rules and guidelines; and the DGS/DSA Strategic Plan. <br>
<br> 

Under the general direction of the Staff Services Manager II, the incumbent will provide overall supervision of the Communications and Policy unit, which provides management guidance, strategy and coordination related to all internal and external written communications, legislation, regulations, policies and procedures, requests for information, forms, and website enhancements.  <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 I
	POSITION NUMBER

718-640-4800-001
	RPA NUMBER

8983-DSA
	FILE BY

10/1/14

	<br> Please email salina.hernandez@dgs.ca.gov  for Essential Functions Duty Statement.  <br>
MARGINAL FUNCTIONS <br>
Represents the State Architect and the DSA Management Team on program related matters by attending meetings, making presentations, briefings, etc. as directed. Provides program information and assistance to interested parties, including school district representatives, State agency and legislative officials, DSA Advisory Board members, and the public by responding to telephone and e-mail inquiries and applying knowledge of program guidelines and services.  Independently drafts and prepares internal and external correspondence for the State Architect, Deputy to the State Architect, Operations Deputy, or Communications, Policy and Program Support Unit Manager signature as requested. <br>
<br><b<

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, evaluation and training; program management; formal and informal aspects of the legislative process; the administration, department's and division’s goals and policies; governmental functions and organization at the State and local level; the 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>
<br>r>
<br>
Special Personal Characteristics

· Demonstrated ability to act independently, open-mindedness, flexibility, and tact.

· Familiarity and sensitivity to the priorities, missions and goals of the Department and the Division.  

· Ability to recognize and appropriately advise management on potentially sensitive issues.

· Demonstrated experience in evaluating and developing alternatives to resolve complex managerial problems with the highest level of interpersonal and negotiating skills.

· Excellent verbal and written communication skills.

Interpersonal Skills

Ability to readily analyze information and draw conclusions, and work cooperatively and effectively in a matrix management environment. 

Additional Qualifications

Two years or more of experience in one or more of the following: personnel, program evaluation, policy analysis, communications, managing a complex staff services function(s), and/or program planning.

WORK ENVIRONMENT AND ABILITIES

· Appropriate attire for professional office environment. 

· Ability to communicate confidently and courteously with people of different backgrounds and at various levels of responsibility within state government.

· Ability to prepare and present formal presentations with good communication skills.

· Requires ability to effectively handle stress and deadlines.

· Ability to interact with high level management.




