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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

9190-OFS/B&PS
ANALYST’S INITIALS

 der
DATE

10/28/14


	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 (Specialist)
	POSITION NUMBER

306-241-4800-008
	TENURE

 FORMDROPDOWN 
      
	TIME BASE

 FORMDROPDOWN 
      
	CBID

S01

	OFFICE OF

Office of Fiscal Services

(Budget and Planning Section)
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY

$5,181
TO
$6,437


	SEND APPLICATION TO:

Department of General Services
Office of Fiscal Services
Budget & Planning Section
707 Third Street, 9th Floor, IMS Z-1

West Sacramento, CA 95605
Attn:  Randi gutierrez 

	REPORTING LOCATION OF POSITION

707 Third Street, 9th Floor, West Sacramento
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
- FLEX 7:00 a.m. to 6:00 p.m.
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916)  376-5143
	PUBLIC PHONE NUMBER

(916)  376-5143
	

	
	SUPERVISED BY AND CLASS TITLE

Ray Gibson, Staff Services Manager II (Sup) 
	FILE BY

November 14, 2014


	<br>
**PLEASE REFERENCE RPA NUMBER 9190 OFS/B&PS AND THE BASIS OF YOUR ELIGIBILITY ON THE APPLICATION**<br>
<br>
APPLICATIONS WILL BE EVALUATED BASED ON ELIGIBILITY AND DESIREABLE QUALIFICATIONS AND INTERVIEWS MAY BE SCHEDULED<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 <br>
· SROA/Surplus employees are encouraged to apply. <br>
· Transfers, reinstatements, or recruitment from the employment list 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’ employment list.<br>
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. <br>
<br>
ESSENTIAL FUNCTIONS<br>
In accordance with the Department of General Services (DGS) directives and guidelines, State and Federal laws and rules, Department of Finance (DOF) Budget Letters, DOF policy and process requirements, Finance Audit and Management Memorandums, Uniform Codes Manual, State Administrative Manual (SAM), State Controller’s Office (SCO), State Personnel Board, Department of Personnel Administration law and rules, MOU provisions, Government Code and other statutory mandates.  Utilize Microsoft (MS) Office, Oracle Activity Based Management System (ABMS), Oracle Discoverer, and FTP Pro.<br>
<br>
This position is under the general direction of the Staff Services Manager II of the Office of Fiscal Services (OFS), Budget and Planning Section (B&PS). The Staff Services Manager I (Specialist) will act as a budget expert for the RESD programs, to include budget and rates development, monitoring and maintenance of budget activities.  The incumbent will also provide assistance/backup to the BPS Program Section as required.<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 (Specialist)
	POSITION NUMBER

306-241-4800-008
	RPA NUMBER

9190-OFS/B&PS
	FILE BY

November 14, 2014

	ESSENTIAL FUNCTIONS (CONTINUED) <br>
In order to develop the sensitive and complex Real Estate Services Division (RESD) $499 million program budget utilizing the Activity Based Management System (ABMS), Microsoft Office (MS), Discover, and File Transfer Program (FTP) Pro, and extensive knowledge of RESD and its complexities, the incumbent will: <br>
· Develop work plans, prepare and process complex rate methodologies for program hourly rates or DGS building rates to ensure compliance with the Administration and the DOF requirement to submit the annual rates proposal consistent with the Governor’s Budget development.  Recommend costs recovery scenarios and solutions to highly sensitive and complex budget issues. <br>
· Prepare analysis reports to determine impacts to proposed program rates for approved budget changes, Budget Change Proposals (BCP) and various DOF budget drills Recommend policy changes and solutions to highly sensitive and complex technical budget issues. <br>
· Prepare multiple budget schedules (Schedule 7A, 8, 9, 10 and 10R’s and Budget Galley Spreadsheets) consistent with the Governor’s Budget development.  Participate in presentations and make recommendations to Executive Management for approval of complex budget issues. <br>
· Communicate with OFS and RESD Program staff and/or clients to identify and resolve complex issues/problems with potential for significant consequences, such as the inability to generate invoices and revenue. <br>
<br>
To ensure accurate and timely development of the DGS annual rates proposal, and full cost recovery pursuant to SAM 8752. The incumbent will: <br>
· Develop and maintain the complex and varied RESD rate structure, including budget package rates or building rates, ensuring applicable workload issues are addressed. <br>
· Communicate the complexities of the RESD matrix organization and offer technical alternatives in the development of an automated system capable of tracking the impacts to DGS rates for incremental budget changes, staffing changes, and productivity changes. Provide historical data to model future rates and recovery scenarios specific to the RESD budget. <br>
· Advise Executive and Program Management on impacts to RESD rates from State Administrative, Federal and budgetary policies, budget changes, and other rules and regulations affecting RESD offices/programs.  Recommend recovery scenarios and solutions to highly sensitive and complex RESD retained earnings issues. <br>
<br>
To ensure accurate and timely development of the DGS annual rates proposal, and full cost recovery pursuant to SAM 8752. The incumbent will: <br>
· Advise the SSM II (SUP) on system requirements and processes relating to DGS annual rates proposal development, including mechanisms for linking and summarizing budget, expenditure and revenue data from individual DGS Offices. <br>
· Facilitate development and implementation of specialized new systems for rates and technical budget development. <br>
· Provide analysis of impacts to rates for pending or actual budget changes and develop recommendations for rate scenarios geared toward full cost recovery and fulfillment of departments’ cash goals. <br>
· Coordinate rates outputs quantification/justification for inclusion in rates impact estimates and final proposed rates. <br>
· Coordinate and compile annual rates proposal for submittal to DOF, including rate impacts from approved budget changes, estimated rate impacts from pending budget changes, and departmental policy rate changes/impacts.  Respond to DOF inquiries and requests for additional information. <br>
<br>
MARGINAL FUNCTIONS<br>
· Serves on the DGS Fi$Cal Implementation Team and provides critical budget expertise and knowledge in the development, analysis and transition of various state budget processes and their impacts to program management and reporting requirements.<br>
· Assist in the preparation of responses to DOF, LAO, and the Government Operations Agency, on sensitive and complex departmental fiscal and program issues. <br>
· Utilizing MS Office, ABMS, Discover, and FTP Pro, complete special projects and perform other staff management functions in order to provide information for the DGS Program and Executive Management and control agencies as needed by researching, reviewing, conducting studies as appropriate, etc. <br>
<br>
KNOWLEDGE, SKILLS 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; 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>
DESIRABLE QUALIFICATIONS<br>
· In depth understanding of fiscal modeling methodologies, statistical analysis, and fiscal computer systems including spreadsheets and data bases. <br>
· Expertise and in depth experience with ABMS fiscal modules. <br>
<br>
SPECIAL PERSONAL CHARACTERISTICS<br>
· Demonstrated ability to act independently, and display open-mindedness, flexibility and tact. <br>
· Foster a team environment. <br>
<br>
INTERPERSONAL SKILLS<br>
· Ability to work well with a team, to provide conscientious and appropriate leadership, ability to manage strict deadlines and changing priorities, to focus attention on details and accuracy. <br>
· Ability to motivate; work cooperatively with all levels in the organization; gain, as well as give, confidence and trust of others. <br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES <br>
· Appropriate attire for a professional office environment. <br>
· Excellent communication skills, both oral and written. <br>
· Requires ability to effectively handle stress and meet deadlines (job requires an individual with demonstrated success in these areas and no history of difficulty maintaining performance under stress). <br>
· Daily use of a personal computer, environment related application software, peripherals, and calculator at a workstation. <br>
· Requires effectiveness in completing assignments having frequent deadlines and changing priorities. <br>


