	
	EMPLOYMENT

       OPPORTUNITY
	  RPA # 9306 -CSB 
ANALYST’S INITIALS

SM
DATE 1/12/15



	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 Governmental Program Analyst
	717-234-5393-998
	TENURE

Limited Term (12 months) 
	TIME BASE

 FORMDROPDOWN 
 
	CBID

R01

	OFFICE  OR BRANCH 
Direct Construction Unit
	LOCATION (CITY or COUNTY)

1421 North Market Street, Sacramento

	 FORMDROPDOWN 
 SALARY *
AGPA
$4,488.00 – 
$5,618.00

	8. SEND APPLICATION TO:

RESD
707 3rd Street, 5th Floor
West Sacramento, CA  95605
Attn:  Brenda Russell
	WORKING DAYS AND HOURS

MON - FRI,   FORMDROPDOWN 
 - 8:00 am to 5:00 pm
	

	
	PUBLIC PHONE NUMBER

(916)  376-1839
	CALNET NUMBER

(  )       
	

	
	SUPERVISED BY AND CLASS TITLE
Staff Services Manager I
	FILE BY

1/22/15


	<PLEASE INDICATE RPA # 9306 ON YOUR APPLICATION <br>
<br>
The Staff Services Analyst classification may be considered for recruitment purposes <br>
THIS POSITION IS LIMITED-TERM 12-MONTHS.  <br>

THIS POSITION MAY BE EXTENDED AN ADDITIONAL 12 MONTHS, OR <br>

MAY BE TERMINATED AT ANY TIME, OR <br>
 MAY BECOME PERMANENT AT A LATER DATE. <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>
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>
All work to be accomplished in accordance with the guidelines of the Department of General Services (DGS); Real Estate Services Division (RESD) policies and procedures, Construction Services Branch (CSB), the Direct Construction Unit (DCU) policies and procedures, Public Contract Code, Government Code, Labor Code, Civil Code, and the State Administrative Manual requirements. <br>
<br>
ESSENTIAL FUNCTIONS <br>
In order to ensure the funding, accounting and work plan schedules for the construction projects are recorded timely and accurately throughout the project cycle utilizing the Activity Based Management System (ABMS), coordinates and monitors the start-up procedure and cost/funding process throughout the life cycle of DCU assigned projects: <br>
· Reviews and analyzes income and expense statements to ensure charges and billable/non-billable labor hours are accurate for the DCU Overhead account, notifies management of inconsistencies, and provides resolution and corrective action if needed.   <br>
· Establishes projects accurately in the Activity Based Management System (ABMS) and Microsoft Access Project Tracking (MAPT) database including the work breakdown structure (tasks, expenditure types and categories) and works with the Asset Management Branch’s (AMB) managers to assign the projects.  <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. 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




	CLASS TITLE
Associate Governmental Program Analyst
	POSITION NUMBER
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	RPA NUMBER
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	FILE BY

1/22/15

	· Utilizes project management tools to manage and track the cost of labor and materials for projects. <br>
· Tracks project schedules and management plans and ensures the information in the system is accurate and current. <br>
· Trains staff on maintaining project schedules including percentages of completion. <br>
· Updates contingency/construction expenditures for projects during the period of construction. <br><
br>
Obtaining Funds:  <br>
· Coordinates with AMB managers, via project systems, on the document processing of incoming funds from clients.  <br>
· Ensures complex fund transfer documents are processed in accordance with policies and guidelines and verifies funding amounts and applicable funding appropriations. <br>
· Reviews and processes funding documents to ensure monies are appropriately, and timely, transferred into the appropriate fund. <br>
· Drafts memorandums, for management approval, to notify clients and project managers that funds have been received and construction can begin. <br>
· Coordinates the accurate dissemination of funds to projects in accordance with estimates and task codes. <br>
· Converts complex construction estimates into hours per construction trade discipline which includes labor, materials and subcontract costs. <br>
· Coordinates with OBAS to resolve contract funding issues. <br>
· Makes determinations on, and implements, complex change orders. <br>
<br> 

Project Closeout: <br>
· Monitors and notifies staff when a project close out package is due by utilizing the project tracking system. <br>
· Audits projects to ensure an accurate account of all funding. <br>
· Generates and forwards closeout documents to staff within 90 days of project completion in accordance with guidelines. <br>
· Updates and forwards monthly inactive project list and distributes the purged list to Capital Outlay Accounting within established policies and guidelines. <br>
· Analyzes project documents, upon completion of construction, to ensure costs and revenue has been captured. <br>
<br>
Audits: <br>
In order to ensure the correct prevailing wage rates are paid to casual staff and correct charges are completed for project expenditures: <br>
· Audits casual employees payroll records and reports, including straight time and overtime/weekend hours worked on projects. <br>
· Ensures casual employees labor charges, union dispatch sheets, website charts and notices, and wage increases information is done timely, accurately, and is in line with the Department of Industrial Relations’ prevailing wage rates. <br>
· Prepares reports on performance trends of casual trades personnel by classifications to determine the number of permanent positions needed and complete hiring justifications. <br>
· Provides recommendations for operational improvements, streamlining of processes, and procedural changes to project management. <br>
<br>
DCU Overhead Accounts: <br>
In order to ensure the charges to task codes, including labor hours and other activities, are accurate and appropriate: <br>
· Ensures labor charges entered for casual employees are accurate by coordinating with the attendance clerk. <br>
· Audits operating and project expenditures utilizing Oracle Discoverer Browser to run Ad-Hoc reports on vehicle mileage, labor charges, utility and phone usage, and vendor payments to determine if problems, unusual situations, or trends exist which would require further analysis and action. <br>
· Informs management of inconsistencies in information and provides problem resolution recommendations to management. <br>
· Monitors billable hours to ensure that actual hours meet or exceed target billable hours as established by the Chief of Construction Services Branch. <br>
· Prepares project status tracking reports. <br>
· Provides historical data to CSB Management, client agencies, and RESD executive staff, as requested. <br>
· Informs management of inconsistencies in information and provides problem resolution recommendations to management. <br>
· Monitors billable hours to ensure that actual hours meet or exceed target billable hours as established by the Chief of Construction Services Branch. <br>
· Prepares project status tracking reports. <br>
· Provides historical data to CSB Management, client agencies, and RESD executive staff, as requested. <br>
<br>
Hourly Overhead Burden Rate: <br>
In order to calculate the hourly overhead burden rate: <br>
· Conducts quarterly reviews of expenditures, billable hours, and staffing changes to determine if adjustments are needed to the overhead burden rate. <br>
· Recommends solutions and alternate courses of action to management to correct problems in order to ensure project revenue is captured. <br>
· Researches and provides recommendations to DCU management for determining permanent staff hourly billable rates by: utilizing State Administrative Manual Chapter 8740 to calculate hourly rates; including vacation, sick leave, or annual leave; using Discoverer Browser to identify employee’s salary and months of state service; identifying current state’s staff benefit contribution percentage; preparing and forwarding rates to budget office and human resources; conducting semi-annual review of rates. <br>
<br>
MARGINAL FUNCTIONS <br>
· Prepares variety of technical reports utilizing various software programs including ABMS, Oracle Discoverer, MS Word, Excel, PowerPoint and Access in order to provide management with reports needed to make informed decisions regarding program issues and ensuring adherence to policies and procedures. <br>
· Performs analysis for special projects, including evaluating annual rate structure, workload demand projections, and staffing level reports. <br>
· Maintains vehicle mileage information into the Vehicle Mileage Log in Excel and ABMS to ensure mileage is correctly charged to projects. <br>
· Ensures staff are using the appropriate task codes for project charges by exporting expenditures into Microsoft Excel and fixing errors in ABMS and timesheets. <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; and 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 both orally and in writing; consult with and advise administrators or other interested parties on a wide variety of subject-matter areas; and gain and maintain the confidence and cooperation of those contacted during the course of work. <br>
<br>
DESIRABLE QUALIFICATIONS <br>
· Extensive knowledge and use of Microsoft Excel and Word. <br>
· Knowledge and use of Microsoft Access and PowerPoint. <br>
· Knowledge of Oracle applications, particularly ABMS and Discoverer. <br>
· Knowledge of data structures and routines needed to interface with databases through SQL. <br>
· Experience in Accounting or Budgeting. <br>
· Knowledge of Architectural Revolving Fund and Service Revolving Fund. <br>
· Ability to establish and maintain cooperative working relationships with fellow employees and representatives of the various State agencies. <br>
· Ability to consistently exercise a high degree of initiative, independence and originality in performing assigned tasks. <br>
· Willingness to travel and be away from home base. <br>
<br>
SPECIAL PERSONAL CHARACTERISTICS <br>
Demonstrated ability to act independently, make sound analytical analyses, foster a team environment and prepare completed staff work.  Be open-minded, flexible and tactful. <br>
<br>
INTERPERSONAL SKILLS <br> 
· Excellent verbal and written communication skills. <br>
· Ability to establish positive working relationships with internal and external contacts. <br>
· Ability to receive and follow direction from supervisor. <br>
· Ability to work independently or as part of a team. <br>
· Supports a positive and productive work environment. <br>
<br>
· WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES <br>
· Business dress in accordance to office environment. <br>
· Effectively handle stress, multiple tasks and tight deadlines calmly and efficiently. <br>



