	
	EMPLOYMENT

       OPPORTUNITY
	1.  RPA # 9232
ANALYST’S INITIALS       
AIO
DATE

10/27/14


	YOU MUST BE A PERMANENT OR PROBATIONARY STATE EMPLOYEE OR A FORMER PERMANENT OR PROBATIONARY STATE EMPLOYEE IN ORDER TO APPLY FOR THIS POSITION.


	2. CLASS TITLE

Associate Governmental Program Analyst

	3. POSITION NUMBERS
306-040-5393-002

	4. TENURE

Permanent

	5.  TIME BASE

 FORMDROPDOWN 
      
	6. CBID

R01


	7. OFFICE OF

Risk and Insurance Management
	9. LOCATION (CITY or COUNTY)

WEST SACRAMENTO
	13.  FORMDROPDOWN 
 SALARY

$4,488 - $5,618


	8. SEND APPLICATION TO:

Risk and Insurance Management 
707 – 3rd Street, 1st Floor 
West Sacramento, CA   95605
Attn:  Karen Doran
	10. WORKING HOURS

MON - FRI,   FORMDROPDOWN 
 -  8-5
	

	
	11. PUBLIC PHONE NUMBER


(916)  376-1662
	

	
	12. SUPERVISED BY AND CLASS TITLE

SSM I
	14. FILE BY

11/11/14


	GENERAL SELECTION CRITERIA<br>
· SROA/Surplus employees are encouraged to apply and will be considered prior to other recruitment methods. <br>
· 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>
<br>
Please Indicate RPA on the State application as well as your basis for eligibility (i.e., reemployment, reinstatement, or transfer) Applications received without the above information MAY NOT be considered for review. <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>
Under direction of the Office Chief, the incumbent will act as the Administrative Analyst and independently provides complex analytical support for the Office of Risk & Insurance Management (ORIM) as follows: <br>
<br>
ESSENTIAL FUNCTIONS<br>
In order to ensure ORIM’s fiscal health, the incumbent: <br>  
· Develops and monitors the ORIM’s annual financial budget (revenue, expenditures, and fund source) through the use and analysis of various Activity Based Management System (ABMS) reports, Office of Fiscal Services reports, contact with DGS staff, and research and analysis of historical information. <br>
· Analyzes ABMS budgetary data, expenditure and revenue patterns, workload statistics and standards to provide the Budget and Planning Section requested information as it relates to ORIM’s programs in the development of various fiscal activities such as financial forecasters, annual rates, budget change proposals, budget drills etc.<br>
· Develops recommendations to resolve budgetary issues and advises ORIM Management of budget changes, plans of action and impacts. <br>
· Reviews and ensures all revenues and expenditures are coded accurately for proper recording for use in budget forecasting. Meets and confers with ORIM Management, Accounting and Budget staff, to resolve errors and/or to clarify budget issues and changes. <br>
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	· Monitors the fund condition of the Motor Vehicle Insurance Account (MVIA) to ensure the fund’s solvency through the use and analysis of Loss Control Reports, ABMS reports, research of claim/loss information, and historical trends.<br>
· Coordinates, creates and maintains projects for ORIM’s ABMS projects/tasks and ensures accurate project structure for use in financial and management analysis. <br>
· Calculates and processes annual billings for ORIM, which includes the Motor Vehicle Insurance Premium Assessment, Statewide Health and Safety Assessment, Insurance Services Pro Rata and Auto Physical Damage to the Legislature through the use and analysis of loss control reports, worker’s compensation historical data, salary and wage data, etc. <br>
<br>
In order to assist ORIM in the operation, communication and development of emergency management functions assigned to DGS the incumbent acts as an integral member of the Emergency Functions Program (EFP) and closely works with EFP management to: <br>
· Develop departmental plans and procedures for emergency preparedness, response, recovery and mitigation in accordance with the Office of Emergency Services (OES) California Emergency Plan, the Standardized Emergency Management System (SEMS) and National Incident Management System (NIMS). This includes documenting hazards, risks, and hazard mitigation measures, analyzing OES policies in order to develop management memos to provide emergency directives for state agencies to implement and administrative orders to departmental offices/branches. <br>
· Review existing plans and procedures, makes recommendations to EFP management and assists in the implementation of necessary revisions. <br>
· Attends meetings, conferences, workshops, training sessions and reviews publications and audio-visual materials to become and remain current on principles, practices, and new developments in assigned work areas.<br>
· Works with management in the facilitation and coordination of emergency functions work group meetings. <br>
· Works with management in the organization of disaster drills and exercises; reviews results and makes recommendations for improvements. <br>
· Reviews and evaluates training curriculum for mandatory courses and makes recommendations to EFP management for revising and updating content as necessary to conform to current standards, laws, and best practices.<br>
· Coordinates and tracks department completion of annual mandatory emergency training.<br>
<br>
In order to ensure ORIM follows proper personnel actions, in accordance with the Office Human Resources (OHR) Personnel Policy, California Human Resources (CalHR), and State Personnel Board (SPB) rules and regulations, the incumbent: <br>
· Works with ORIM hiring managers by providing guidance and recommendations to develop essential functions duty statements, ensures duty statements are in compliance with CalHR class specifications before they are submitted to OHR for review and approval. <br>  

· Prepares duty statements, job opportunity bulletins, and organizational charts for Request for Personnel Actions (RPAs) and processes RPAs in accordance with applicable policies and regulations, and through the use of the department RPA workflow system.<br>
· Assists ORIM managers with position research and organizational chart development when , reorganizations need to take place, ; acts as a liaison to OHR Personnel Transactions Unit (PTU) and Classification and Pay Analyst(s) to resolve any position management issues and maintains ORIM’s organizational chart, as needed.<br>
· Advises and recommends to ORIM Management action plans to resolve any Personnel related issues, using thorough research of pertinent rules and regulations, and effective written and verbal communication.<br>
<br>
In order to ensure ORIM processes agreements in accordance with the State Contracting Manual (SCM) DGS Purchase Acquisition Manual (PAM), Public Contract Code (PCC), State Administration Manual (SAM),departmental policies and procedures, and any other applicable regulation, the incumbent will serve as ORIM’s contract administrator, as follows: <br>
· Conducts detailed analysis of ORIM business needs by researching detailed service/product specifications and historical vendors and cost details to determine the most appropriate and cost-effective method for procurement and advises ORIM staff on the proper contract process and requirements. <br>
· Develops solicitation documents, complex specifications and assists ORIM Management in the coordination, development and execution of agreements.<br>
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	· Ensures funds are accurately encumbered; monitors and tracks expenditures to ensure funds are available. <br>
<br>
In order to provide general Admin support to ORIM the incumbent will: <br>
· Assist ORIM Management in analyzing and researching policies and procedures in order to complete and coordinate complex special projects assigned by the Office Chief. <br>
<br>
In order to ensure ORIM staff is provided the adequate resources in performing their duties, the incumbent will provide Business Services, as follows: <br>
· Analyzes and prepares information technology documents for existing systems and new technology introduced in 

             ORIM, through communication w/ ORIM Managers, Enterprise Technology Solutions (ETS).<br>
· Acts as a liaison with the ETS in coordinating Help Desk requests for ORIM staff and information technology reports, drill, projects, through the use of effective verbal and written communication. <br>
· Acts as a liaison with the Business Services Section (BSS) and Building Management to resolve issues relating to space, heating, cooling concerns, repairs, alterations, hazardous conditions, janitorial services, phone services, etc., through the use of effective verbal and written communication. <br>
<br>
KNOWLEDGE AND ABILITIES<br>
Knowledge of: Principles, practices, and trends of public and business administration, management, and supportive staff services such as budgeting, personnel, and management analysis; government functions and organization; and methods and techniques of effective conference leadership. <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; coordinate the work of others, act as a team or conference leader; and appear before legislative and other committees. <br>
<br>
DESIRABLE QUALIFICATIONS<br>
· Experience in complex budget issues.

· Experience in working with special budget funds. <br>
· Experience in fiscal, personnel, contracts, and business service activities. <br>
· Experience working with both departmental and office teams resolving various administrative issues. <br>
· Experience handling multiple courses of action simultaneously. <br>
· Experience with personal computers, which includes proficiency with the Microsoft Office Suite (Word,   Excel, Outlook, and PowerPoint). <br>
· Express ideas and information in written form clearly, accurately, and in an organized manner.<br>
· Express ideas and facts orally in a clear and understandable manner.<br>
<br>
INTERPERSONAL SKILLS<br>
· Ability to act independently, be open-minded and flexible to other ideas and solutions, and be tactful. <br>
· Ability to work well with a team.<br>
· Ability to receive and follow direction from supervisors<br>
· Ability to focus attention on details<br>
· Willingness and ability to accept increasing responsibility. <br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES REQUIRED TO PERFORM DUTIES<br>
· Business dress in accordance to office environment. <br>
· Select, access, and use necessary information, data, and communications-related technologies, such as personal computer applications, telecommunications equipment, Internet, voice mail, email, etc. <br>
· Meet critical deadlines. <br>
· Multi-task with changing priorities. <br>
· Solve problems by selecting and applying appropriate quantitative methods such as quantitative reasoning, estimation, and measurement.<br>
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