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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

9109-PROC
ANALYST’S INITIALS

nh
DATE

07/03/15


	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 (Specialist)
	POSITION NUMBER

306-496-4800-932
	TENURE

PERMANENT
	TIME BASE

FT
	CBID

E48

	OFFICE OF

Procurement Division
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY

$5,181.00 
TO
$6,437.00

	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)  375-4333
	PUBLIC PHONE NUMBER

(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE

Anda Draghici, SSM II
	FILE BY

07/15/15

	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>
SELECTION CRITERIA: Please reference RPA #9109 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>
ESSENTIAL FUNCTIONS <br> 
As a highly-skilled technical, performs difficult and complex audits of state agencies reports of small business (SB) and disabled veteran business enterprise (DVBE) program abuse. Independently or as a lead auditor, the SSM I (Specialist) is responsible for the following (audits includes contract compliance with SB and DVBE usage requirements, using  information technology and employing appropriate investigative techniques and analyses):

<br>
<br>
b

	The State of California is an equal opportunity employer to all, regardless of age, ancestry, color, disability (mental and physical), exercising the right to family care and medical leave, gender, gender expression, gender identity, genetic information, marital status, medical condition, military or veteran status, national origin, political affiliation, race, religious creed, sex (includes pregnancy, childbirth, breastfeeding and related medical conditions), and sexual orientation.
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 (Specialist)
	POSITION NUMBER

306-496-4800-932
	RPA NUMBER

9109-PROC
	FILE BY


07/15/15

	ESSENTIAL FUNCTIONS continued

<br>
Program Abuse, Audit & Compliance Review
· •Pursuant to Government Code 14835 et al, Military and Veterans Code 999 et al, and Public Contract Code 4100 et al, develop and oversee the Program Abuse Audit and Compliance Review Program in order to evaluate contract compliance with state and federal laws, rules, and other applicable regulations. Identify, define, and implement the appropriate program requirements and criteria for maintaining an effective compliance program and present recommendations to the SSM II for process improvements and procedural changes.

· Develop an annual audit plan and implement a sound methodology for conducting audits and/or compliance reviews of program abuse and other forms of fraudulent contracting activity as it pertains to SB/DVBE.

· Perform quality assurance reviews of the Certification Officers cases in order to identify differences and gaps between established standards and procedures. Present findings and recommendations to the Certification Managers for continuous improvement opportunities, formulate and recommend program policy changes. 

· Conduct research on SB/DVBE program abuse allegations brought forth by departments, local agencies, certification staff, and the public in order to substantiate the validity of the allegation.  Research entails collecting and evaluating data, gathering statements of evidence, examining all relevant documentation (such as bid documents, contracts, invoices, etc.), meeting with representatives from the awarding agency, consulting with the Legal Division, upper management, and other key stakeholders.

· Provide expert-level consultative services to management in order to recommend business solutions that will strengthen and improve internal administrative, policy, procedural and operational controls.

· Prepare highly-sensitive written reports of findings and recommendations to SSM II and the Office of Legal Services (OLS) for review and approval prior to the issuance of a disciplinary decision such as suspension or certification revocation). <br>>  

<br>
Enforcement Activities

· Based on the outcome of the compliance reviews and investigations, refers matters that may warrant an administrative hearing or other appropriate corrective actions to the SSM II and the OLS. 

· Make recommendations to and collaborates with the SSM II in determining the most appropriate penalty and corrective action for acts of noncompliance and fraud by SB/DVBEs.

· Draft and submit written reports of decisions that are in violation and noncompliant with SB /DVBE and State Contract Manual laws and rules, as appropriate, to the DGS/PD Delegated Purchasing Authority Unit and Office of Audit Services. 

· Determine when monetary sanctions are an appropriate remedy and provide recommendations to the Office of Legal Services in order to submit the case to the Attorney General’s Office as required by statute.

· Review appeals, and seek SSM II approval in submitting findings and recommendations to the Office of Administrative hearings (OAH).

· Act as a subject matter expert and provide testimony to OAH. <br>
<br>
Policy & Legislation

· Assist departments and local agencies in developing policies, procedures, and best practices that will minimize fraudulent activity and promote compliance with the various laws and rules that govern the SB/DVBE program.

· Analyze highly complex legislation and initiatives to determine programmatic impacts on SB/DVBE policy and procedures.  Responsible for the preparation of these deliverables and performs critical first-level quality assurance checks on the drafts produced before they are submitted to the SSM II.

· Keep management apprised and informed of SB/DVBE policy and process provisions that may have internal and external impacts.

· Recommend specific strategic actions and positions on various legislative and policy issues by effectively communicating to the SSM II and other stakeholders the interpretations of findings and forecasting potential policy implications. <br> 
<br> 
MARGINAL FUNCTIONS

· Conduct the most complex special studies/projects upon management’s request to analyze SB/DVBE activities that may be used in the development of issue papers and other high-level briefing documents. Participate on cross-functional teams where the objective is to make policy decisions that may impact the division & department.<br> 
 <br>
KNOWLEDGE AND ABILITIES <br> 
<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 (EEO) 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 Program objectives. <br>
DESIRABLE QUALIFICATIONS  <br> 
· Experience in performing SB and DVBE certification compliance and the evaluation and investigation of SB and DVBE program abuse audits. <br> 
· Ability to apply appropriate audit and quality assurance standards. <br> 
· Ability to work both independently and as part of a team. <br> 
· Ability to remain professional and calm when confronted by disagreement or dealing with emotionally charged situations. <br> 
· Mature judgment; loyalty; poise and tact. <br> 
· Ability to handle highly-sensitive materials and write reports/propose recommendations effectively for the Office of Legal Services and OAH. <br> 
· Ability to conduct formal presentations with effective communication skills. 

· Proficiency with the following information technology tools: Microsoft (MS) Word, Excel, Internet Explorer, MS Outlook. <br> 
<br>
r> 
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES   <br>
· Professional office environment, appropriate attire. <br>
· Frequent use of a laptop and/or personal computer and related application software and peripherals at a workstation. <br> 
· Ability to effectively handle stress and deadlines. <br> 
· Occasional lifting required up to 50 lbs. <br> 
· Requires effective communication.  <br> 
· Requires reading various records and resource materials as necessary in conducting evaluations of program abuse reports and certification audits.    <br>
· Occasional offsite 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>
r> 



