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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

9159
ANALYST’S INITIALS

JE
DATE
 11/7/14


	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 Management Auditor

	POSITION NUMBER

 306-728-5841-XXX

	TENURE

Permanent
	TIME BASE

 FORMDROPDOWN 

	CBID

R01

	OFFICE OF

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

                         West Sacramento
	 FORMDROPDOWN 
 SALARY

Range A $3,168 - 3,778

Range B $3,268 - 4,090

Range C $3,918 - 5,151


	SEND APPLICATION TO:
Department of General Services
Attention:  Thayne Gunther
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

916 375-8062
	PUBLIC PHONE NUMBER

 
	POST & BID FILE BY: 

     

	
	SUPERVISED BY AND CLASS TITLE
  Staff Management Auditor
	FILE BY

11/25/14

	<
Please reference RPA #9159 on your application.
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>
ESSENTIAL FUNCTIONS br>
Under the close supervision of the Staff Management Auditor, the incumbent will perform duties ranging from the less complex to that of average difficulty. The following work will be performed in accordance with the principles and guidelines of the DGS manuals, State Allocation Board (SAB) regulations, Education Code, School Facilities Program regulations, and State and federal law.

In order to perform compliance reviews of program certifications and expenditures received from school districts for the School Facility Program (SFP), under the guidance of Audit Supervisors, Managers and Associate Management Auditors (AMAs):

· Reconciles SFP expenditure reports to district budget reports, contracts, warrants, and other supporting documentation.

· Verifies program certifications and reported expenditures are in compliance with SFP laws, regulations, etc.

In order to determine the amount of a district’s contribution to be made on financial hardship projects, under the guidance of Audit Supervisors, Managers and AMAs:

· Reviews financial worksheets received from districts for the Financial Hardship program.

· Reviews financial statements, district financial income and expenditure reports, and other supporting documentation to determine if reported district financial worksheet information is accurate.

 <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 Management Auditor 
	POSITION NUMBER

 306-728-5841-XXX
	RPA NUMBER

 9128- OPSC
	FILE BY


 

	In order to assist and inform District personnel of the detailed processes and procedures to follow in accounting for SFP funding and assure all funds are spent appropriately, under the guidance of Audit Supervisors, Managers and AMAs:

· Prepares audit work papers documenting work performed and results and findings of audit work.

· Prepares an audit report for the school district detailing findings and recommendations.    

MARGINAL FUNCTIONS 

In order to gain additional knowledge of recent SAB decisions on the various SFP projects and programs, and increase knowledge of auditing methods and principles:

· Attends and participates in staff meetings.

· Attends monthly SAB meeting and staff debriefings.

· Attends and participates in audit training classes.

KNOWLEDGE AND ABILITIES 

Knowledge of:  Principles and practices of organizational management, accounting and auditing.

Ability to:  Learn and apply general and specialized accounting and management auditing principles and procedures as used in State Government.

DESIRABLE QUALIFICATIONS

· Education equivalent to graduation from college preferably with a major in accounting, business administration, public administration, or economics. 

· A minimum of six semester units of accounting courses.

· Ability to analyze and prepare reports and correspondence.

· Proficiency with Microsoft Office applications, including Word, Excel, PowerPoint and Outlook.

· Ability to apply and interpret policies, regulations, and laws of the State Allocation Board and the Office of Public School Construction pertaining to the various programs administered by those agencies.

· Knowledge of school finance with particular reference to the work within the Office of Public School Construction.

· Ability to keep required job schedule and follow work rules.

· Ability to focus attention on details.

· Excellent written and verbal communication skills.

· Possession of a valid California Driver’s License.

· Completion of the Defensive Driver Training Program, and a valid certificate.
INTERPERSONAL SKILLS

· Ability to work well with a team or independently.

· Ability to take and follow direction from supervisor or a lead person.

WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES

· Requires appropriate business dress for office environment.

· Requires ability to effectively handle stress and deadlines in a fast-paced work environment.

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

· Frequent use of phone, fax, copiers and general office equipment. 

· Travel throughout California as required for successful job performance (less than 10%)

· Occasional overtime as required for successful job performance.
SELECTION CRITERIA  <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.  <br>
NOTE: All applicants must meet the minimum qualifications for the classification in order to be eligible for appointment or transfer to the position. Your application must clearly demonstrate how your experience meets those qualifications. To view the minimum qualifications listed in the Class Specification, click below: <br>
<br>
Staff Services Management Auditor br>
<br>
· Applications will be evaluated based on eligibility, and desirable qualifications and interviews may be scheduled. br>
HOW TO APPLY
If interested, please submit a completed standard State Application (Std. 678), and any other relevant documents (cover letter, resume, copy of diploma, unofficial transcripts, etc.) to the address and contact listed on this bulletin.
Please include RPA #9128 and indicate your eligibility on your application. <


