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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

9274 -ETS
ANALYST’S INITIALS

AIO
DATE

12/15/214


	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 Analyst      
	POSITION NUMBER

306-072-5157-XXX
	TENURE

 FORMDROPDOWN 
      
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R01

	OFFICE OF

Enterprise Technology Solutions
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY

A $2,873-3,600
B $3,111-3,895

C $3,731-4,671 

	SEND APPLICATION TO:

Department of General Services
P.O. Box 989052
MS 300
West Sacramento, CA  95798-9052
Attn:  Raul Torres
	REPORTING LOCATION OF POSITION

707 3rd Street, 3rd Floor
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 8:00 a.m. to 5:00 p.m.
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916)  375-4096
	PUBLIC PHONE NUMBER

(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE

Kathy Schnabel, SSM I
	FILE BY

12/31/14


	Please reference RPA #_9274_on your State application<br>
<br>
SELECTION CRITERIA - - <br>
· Please submit a completed State Application (STD 678) and resume to the address above<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>
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>
DUTIES<br>
Under the general direction of the Staff Services Manager I, the incumbent performs the less complex analytical and business work. Assists in the support of the Enterprise Technology Solutions program complying with laws, rules, regulations, directives, policies and procedures and guidelines for the Department of General Services (DGS). <br>
<br>
ESSENTIAL FUNCTIONS <br>
In order to meet departmental and program information technology and business support needs, the incumbent assists in ensuring divisional procurements are compliant with ETS’ IT Standards, regulations, policies and procedures: <br>
· Analyze the less complex IT acquisition requests submitted by assigned customers<br>
· Verify the IT acquisition request is in compliance with ETS’ IT standards by researching ETS’ internet site<br>
· Prepares and incorporates the administrative requirements for Statements of Work (SOW) for leveraged procurements for solicitation<br>
· Reviews procurement documents and provides recommendations to ETS management<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
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	 CLASS TITLE

Staff Services Analyst      
	POSITION NUMBER

306-072-5157-XXX
	RPA NUMBER

9274-ETS 
	FILE BY


12/31/14

	· Assists with the ETS’ management team and technical staff for incorporating language in IT solicitations, including but not limited to the Administrative Requirements<br>
· Research on detailed product specifications in order to effectively ascertain the customer’s needs<br>
· Research the Procurement Division’s (PD) intranet site to ensure all purchases comply with laws, rules, and regulations when evaluating procurement packages. <br>
· Completes the ABMS Purchase Requisition module by accurately entering the required information to be purchase by the OBAS section. <br>
· Liaison with OBAS for communication between ETS and DGS programs. <br>
· Analyze new and updated procurement policies by researching the Procurement Division bulletins, Executive Orders, Administrative Orders, and other policy memos to determine impact<br>
· Participates in special project teams or task forces to implement revisions to current practices<br>
· Conducts independent research on procurement-related issues, applying extensive program knowledge, and interpreting code sections and regulations to provide information to ETS management<br>
· Prepares, review and provide input for the completion of various justifications for SOWs, Government Code 19130 justifications, Non-Competitive Bids (NCBs), to ensure compliance and document the determinations made. <br>
<br>
Invoice Payments<br>
In order to assist in ensuring timely payment of ETS’ invoices, acts as the contact between Program Support Accounting Section (PSAS): <br>
· Receives electronic invoices from PSAS, reviews for accurate product/service;  with approved ETS Purchase Order, verifies receipt with requestor and routes to appropriate approval manager<br>
· Research and reviews for the appropriate billing codes, cost centers, funding allocation on all supporting documents for vendor invoices in accordance with the SRF Fiscal Services Directive<br>
· Prepares appropriate verbal or written response of recommended course of action to resolve vendor invoice dispute by comprehensively researching and reviewing the items on the invoice that were not received in accordance with SRF Fiscal Services Directive, Prompt Payment Act<br>
· Gathers and prepares GS-6 forms for invoice payment by providing the appropriate information from the products purchased and received.<br>
· Develop and implement a tracking document for timely response to PSAS so as to not incur penalties for late invoices<br>
· Meet with  ETS employees, and management for Travel Advance Claims (TECs) and Travel Advance Requests for writing justifications, and narratives, as required by SRF Accounting to process timely<br>
· Primary contact with PSAS for questions, additional documentation,   and writing justifications if further explanation is needed for prompt payment<br>
· Develops and coordinates with ETS’ budget analyst a tracking document for fiscal impact by analyzing the IT products and services procured and interpreting the expenditure cost analysis<br>
· Complete monthly encumbrance reports in the Activity Based Management System (ABMS), and provide follow-up analysis by verifying the proper allocation and funding has posted for outstanding payments<br>
· Monitors ETS budget forecaster for proper allocation of expenses by interpreting the cost allocation to the expenditure code incorporated from the purchase order<br>
<br>
Training Coordinator<br>
In order to provide customer support for ETS staff and management, the incumbent will: <br>
· Ensure ETS employees participate in DGS Mandatory Training by keeping up to date on training availability and ensure ETS staff are notified of upcoming DGS training courses; implement a tracking system to ensure staff have completed mandated courses. <br>     
· Assist ETS managers in developing and determining job related and upward mobility training needs for ETS employees by researching and analyzing the effectiveness of outsourced IT training and make recommendations to management of findings. <br>
· Track and analyze the training budget by developing a cost spreadsheet, monitor and analyze the cost associated with the specific training class, and apprise upper management costs versus allocated budget<br>
· Assist with contract development for specific ETS outsourced training by collaborating with the vendor for specifics in regards to the training course objective. <br>
· Gather the required training documentation, review for completeness and schedule outsource training by utilizing the ABMS Purchase Requisition module. <br>
· Prepare the Statement of Work (SOW) for the requirements for the training module to be compliant with the Office of Business Acquisition Services (OBAS) <br>
· Communicate (and coordinate?) with OBAS for completion of a Service Contract for employees training when more than 2 employees are attending training; including analyzing policy and procedures in order to prepare the language needed for the GC 19130 Consideration<br>  

· Provide training tracking sheet monthly to management<br>
· Meets regularly with ETS’ OFS budget analyst for costs associated with outside training for tracking costs<br>
· Maintains the ABMS TRS System for reporting alignment, maintain the data base with accurate training updates; and schedule training for employees and management in the TRS System<br>
· Assist ETS management in developing and maintaining a succession plan to forecast/maintain needed resources, analyze ETS training trends and effectiveness. <br>
· Attend the DGS Training Coordinator’s Meeting<br>
<br>
In order to assist in implementing an internal new hire orientation program for new employees to ETS, the incumbent will: <br>
· Assist the lead analyst  in developing internal procedures in regards to the computer security awareness training; and best practices as defined in the DGS Policy and Standards<br>
· Schedules Statewide Information Management Manual (SIMM) training sessions for new employees<br>
· Assist the lead analyst in developing and implementing a new ETS on-board hiring plan for new hires to ETS/DGS; this will include, but not limited to, developing an overview of ETS’ internal processes for new hires and creating an internal new hire orientation program for ETS.<br>
<br>
In order to implement IT vendor forums, the incumbent will: <br>
· Analyze vendor proposals for IT products and services; assist IT staff in presenting vendor recommendations to the management team<br>
· Develop and implement vendor forums by planning, preparing agendas, and scheduling sessions with vendors on a monthly basis<br>
· Assist with the research of IT products and services for similarities, functionality; and relationship to current projects underway to ensure an effective forum<br>
· Coordinate upper management schedules with the availability of vendors; coordinate the appropriate room size with the availability of projector, laptop setup; and other visual tools, as needed, maintain an attendance record for future follow-up, if needed and to create a matrix to track attendance of IT vendors, ETS managers and employees.<br>
· Develop and implement a survey for the vendor forum in order to gain feedback on improvement and effectiveness , evaluate the surveys and make recommendations to upper management in regards to improving the effectiveness of the vendor forum <br>
· Provide an overview of the vendor forums at all staff meetings by preparing PowerPoint Presentations, and presenting orally on a quarterly basis    Develop a survey for feedback, evaluating and making recommendations to upper management on future improvements based on feedback<br>
· Develop and incorporate new methods of presentations for vendors to participate from out of State, i.e, webcast, by working with the IT team. <br>
<br>
Cal Card Holder<br>
· In order to meet operational needs for purchases of goods and services for the ETS utilizing CalCard and implements, maintains and processes invoices related to Cal Card purchase in accordance with the department’s Cal Card Program.  Prepare IT justifications and required documentation prior to using a Cal Card as a payment mechanism<br>
· Attend Cal Card training as mandated<br>
<br>
MARGINAL FUNCTIONS<br>
· Provide backup support for creating  RPAs in the ABMS HR Module<br>
·  Prepares Billing Transmittals and submit to SRF Fiscal Services for processing; maintains the Billing Transmittal file; and track and monitor via spreadsheet expenditures<br>  

· Primary contact for payroll pick-up and distribution to managers<br>
· Participates in various departmental/division committees such as the holiday food drive and California State Employees Charitable Campaign fund activities, as needed<br>
· May act as back-up to other staff in the unit.<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. <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; 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<br>
<br>
DESIRABLE QUALIFICATIONS <br>
· Experience in applying and interpreting policy regulations and laws<br>
· Experience and proficiency with Microsoft Word, Excel, PowerPoint and Outlook<br>
· Experience handling multiple responsibilities<br>
· Strong organizational and communication skills<br>
<br>
SPECIAL PERSONAL CHARACTERISTICS<br>
· Excellent analytical and problem solving skills. <br>
· Excellent oral and written communications skills. <br>
· Excellent interpersonal skills. <br>
· Ability to effectively handle stress, prioritize multiple tasks, and meet deadlines<br>
· Dependable, responsible, positive attitude, and excellent attendance<br>
· Willingness to accept challenges and handle multiple projects simultaneously<br>
<br>
ADDITIONAL QUALIFICATIONS<br>
· Working proficiency in Microsoft Word, Outlook, Excel, Visio, ABMS and PAL. <br>
· Experience in analyzing and interpreting laws, rules and regulations. <br>
<br>
INTERPERSONAL SKILLS <br>
· Ability to work as a team member and independently. <br>
· Demonstrate a positive influence on office moral and team work environment.<br>
· Ability to exercise a high degree of initiative, independence, and originality. <br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES<br>
· Ability to effectively handle stress and deadlines. <br>
· Ability to lift office supplies, books, and manuals. <br>
· Lifting up to 25 pounds and/or moving boxes up to 40 pounds with assistive devices such as dollies or carts. <br>
<br>
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. <br>
<br>



