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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

9141-AMB
ANALYST’S INITIALS

SJ
DATE

10/27/14


	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

Associate Construction Analyst
	POSITION NUMBER

719-105-4106-007
	TENURE

PERMANENT
	TIME BASE

FT
	CBID

R09

	OFFICE OF

RESD/Asset Management Branch
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY
$6,490
TO
$8,121
     

	SEND APPLICATION TO:

Executive Administration Unit
Human Resources
707 3rd Street, 5th Floor
West Sacramento, CA 95605
Attn:  Brenda Russel
	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)  376-1839
	PUBLIC PHONE NUMBER

(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE

Supervising Real Estate Officer
	FILE BY

11/10/14

	B></P>><br>    
SELECTION CRITERIA: >
· 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>
<B><P>
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><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.<
Under direction, the ACA prepares preliminary assessment studies for potential state office building tenants to document the scope, schedule and budget for proposed tenant improvement projects.  The ACA also functions as the project manager for space utilization projects generated by the Asset Management Branch, with a goal to fill vacant, state-owned office space and meet customer program needs through the implementation of Executive Order B-17-12.

The ACA serves as a team member on the AMB Planning Team, providing technical and administrative support when required to deliver regional Asset Management Plans, which outline Divisional goals for DGS’ real estate portfolio and larger state customers occupying both state-owned and leased office space. 

The ACA also provides assistance to the subject matter expert for RESD in implementing Capital Outlay budget activities pursuant to AB 1473 (Chapter 606, Statutes of 1999), which requires agencies to submit a 5-year infrastructure plan in conjunction with the annual Governor's Budget.  These budget activities allow DGS to obtain project funding in a timely manner.  
>

	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

Associate Construction Analyst
	POSITION NUMBER

719-105-4106-007
	RPA NUMBER

9141-AMB
	FILE BY


11/10/14

	ESSENTIAL FUNCTIONS<br>
>
Space Utilization Projects
In order to comply with Executive Order B-17-12 and in an effort to optimize use of existing state real estate assets:

· Coordinates and gathers required information from PMDB staff to prepare preliminary assessment studies which provide a draft scope of work, construction, schedule and budget for potential backfill tenants for state-owned buildings.

· Meets with customers to discuss and develop their office space requirements.

· Prepares CAD drawings or coordinates preparation of drawings with appropriate design staff as required to support space utilization efforts.

· Provides project management/oversight for space utilization projects from the study phase through occupancy.

· Works collaboratively with RESD staff to develop project alternatives when backfill proposals are rejected by the customer.

· Works collaboratively with RESD staff to expedite projects so that state-owned space is occupied and cost savings are realized as quickly as possible, in compliance with EO B-17-12. 
Regional Planning

In order to prepare regional Asset Management Plans  for DGS-controlled assets:

· Participates as a member of the matrix team that prepares regional Asset Management Plans.

· Accesses and analyzes state-owned and leased property information.

· Assists with preparing PowerPoint presentations that summarize real estate data related to DGS-controlled assets, leases and customers.

· Assists with preparing narrative documents (Executive Summaries) that summarize real estate data, activities, alternatives, recommendations and implementation strategies.

· Utilizes private sector and other market information, the Statewide Property Inventory (SPI) database, cost estimates, operating expenses, and applicable statutory and policy directives.

· Analyzes existing assets and recommends alternatives for sale, disposition, renovation, or reuse. 
· Conducts preliminary market analysis through field reviews, data analysis, review of local government plans, and reviews the State’s most recently completed surplus property report and any new surplus property legislation. 

Capital Outlay Five-Year Plan and Budget Submission

In order to coordinate RESD program and project staff activities required to complete the Department’s 
5-year infrastructure plan and budget as required by AB 1473, DOF Budget Letters, and the Capital Outlay Budget Calendar:

· Evaluates proposed capital outlay building construction projects submitted by program staff for appropriateness of scope, schedule, and cost, and makes recommendations to management based on programmatic need, statewide planning efforts, and existing standards and guidelines.

· Develops the contents for RESD’s portion of the DGS 5-year Plan being proposed for the Budget Year by conducting preplanning meetings with the Capital Outlay Planning Team to review current and proposed projects, and reaching consensus on the projects to be included in the new Plan.

· Based on information obtained from RESD staff, feasibility and infrastructure studies, and statewide planning reports, reviews, edits, and/or writes Capital Outlay Budget Change Proposals (COBCPs) and Capital Outlay Concept Papers (COCPs) for major capital outlay projects included in the DGS Five-Year Capitalized Assets Plan, resulting in the formal request for inclusion in the annual Governor’s Budget presented to the Legislature.

· Prepares Fiscal Impact Worksheets (FIWs) as supporting documentation for the COBCPs and COCPs, and revises the financials and narratives of each COBCP, COCP and FIW annually each summer based on Budget Act decisions and latest California Construction Cost Index for proposals submitted each spring pursuant to DOF instructions.

· Develops and drafts responses to inquiries received by DOF, Legislature, and the Legislative Analyst Office.

· Develops proposed supplemental language summarizing the scope, cost, and schedule of projects for inclusion into the LAO’s Supplemental Report on the Budget Act

· Conducts opportunity assessments as appropriate.
Performance Based Management
In order to ensure that RESD’s projects are completed per prescribed cost, scope and schedules:

· Compiles and evaluates divisional project data for quantitative and quality analysis by utilizing project documents such as plans, specifications, cost estimates, real estate contracts, and project-specific customer surveys.
· Determines effectiveness of project plan at project completion and recommends a plan of action to improve deficiencies by utilizing project documents.
· Identifies projects where all elements were met within project scope, cost, and schedules;
Performance Based Management Continued…
· Measures scope and compliance by developing and conducting customer satisfaction surveys by using branch/divisional processes.
· Informs management of both successful projects and those where improvement is needed.
Coordination with Control Agencies
In order to obtain the long term facilities plan buy-in, and prompt review and approval from the DOF, LAO, and other Control Agencies on proposed projects, and at the direction of the Branch Chief, Assistant Branch Chief, and/or Supervising REO:

· Meets with the clients for the initial and subsequent review of project documents to be submitted to DOF or other Control Agencies.

· Meets with PSB, BPM, BOPP, and PMB Project Managers to discuss cost effective and creative solutions to address concerns of the Control Agencies.

· Coordinates with Assistant Section Chiefs to review RESD project documents when needed.

· Monitors and coordinates the Control Agency processes and timeframes for project document reviews.
KNOWLEDGE AND ABILITIES
Knowledge of:  Principles of planning and designing major public buildings and groups of buildings and architectural and building costs and materials; building codes; State capital outlay procedures and budgeting; purposes, functions and constructions programs of State agencies; structural and mechanical engineering as related to buildings.

Principles, practices, and trends of public and business administration, including management and supportive staff services such as budget, management analysis, planning, program evaluation, or related areas; program management; formal and informal aspects of the legislative process; the administration and department’s goals and policies; and governmental functions and organization at the State and local level.

Ability to:  Analyze construction programs and make appropriate recommendations; gather data, prepare reports and draw sound conclusions in the development of construction standards; establish and main cooperative relationships with those contacted in the work; speak and write effectively.

DESIRABLE QUALIFICATIONS

Knowledge of all phases of the State’s capital outlay process; architecture; details of planning, designing and constructing public buildings; architectural building materials; costs, codes and construction methods; structural, electrical and mechanical engineering as related to buildings; principles of budgeting as related to the capital outlay process; use and application of computers in capital outlay project monitoring.   Ability to make verbal presentations using visual charts and analyze project situations and recommend effective course of action.

INTERPERSONAL SKILLS

· Ability to be a good team member for a team of DGS employees and private consultants/ contractors working together toward successful completion of a project.

· Willing to adapt to changes.

ADDITIONAL DESIRABLE QUALIFICATIONS

· Good attendance

· Dedication to job responsibilities

· Experience with computer software applications such as MS Word, MS Excel, and MS Project.

· Experience in all phases of the State’s capital outlay process.

· Knowledge of the principles of budgeting as related to the capital outlay process.

· Strong writing skills.

· Knowledge of the following:

· Construction management process

· Design process for commercial, institutional, industrial, and multi-building construction
· Details of planning, designing and constructing public buildings

· Public Contract Codes

· Construction bid process

· Project cost accounting

· Valid driver’s license.

WORK ENVIRONMENT, PHYSICAL, OR MENTAL ABILITIES
· Office environment, appropriate professional dress.

· Present self professionally.

· Travel by airplane and vehicle.

· Effectively handle stress and deadlines.

· May be required to work overtime.

· Required to wear safety equipment at the construction site which includes hard hat, safety glasses, and boots.

· Work may involve exposure to extreme temperatures, dirt, dust and loud noises.

· Work outdoors in inclement weather including rain, heat and cold.

· Understand written and verbal communication and communicate effectively at a level appropriate to the classification.

· May require frequent and prolonged periods of standing and walking.

· Willingness to work at construction sites around loud equipment and noises, uneven ground or slippery surfaces.

· Must be able to visually inspect project construction sites including walking over undeveloped land and around obstacles such as machinery.

· May involve entering jobsite within a no-hostage zone or secured areas such as State prisons, youth authority institutions and mental hospitals.

· Effectively manage multiple and conflicting priorities and meet mandated timelines.

· Strong analytical and problem solving skills.


