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	EMPLOYMENT
       OPPORTUNITY
	1.  RPA #
009344-OLS
ANALYST’S INITIALS

NSW
DATE
01/09/15


	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
	POSITION NUMBER
306-058-5393-001

	TENURE
[bookmark: Dropdown1][bookmark: Text22]      
	TIME BASE
Full Time
	CBID
R01

	OFFICE OF
Office of Legal Services
	LOCATION OF POSITION (CITY or COUNTY)
[bookmark: Text71]West Sacramento
	 SALARY

$4,488

To

$5,618



	SEND APPLICATION TO:
Department of General Services
Office of Legal Services
707 Third Street, 7th Floor, MS 102
West Sacramento, CA  95605
Attn:  Patricia Whitfield
	REPORTING LOCATION OF POSITION
707 Third Street 7th Floor, West Sacramento 95605
	

	
	SHIFT AND WORKING HOURS
 - 8:00 am to 5:00 pm
	

	
	WORKING DAYS, SCHEDULED DAYS OFF
[bookmark: Text78][bookmark: Text79][bookmark: Text80]MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER
(916)  376-5090
	PUBLIC PHONE NUMBER

	

	
	SUPERVISED BY AND CLASS TITLE
Assistant Chief Counsel
	FILE BY
01/21/15



	<br>
SELECTION CRITERIA - - <br>
· To apply for this position, please submit a completed and signed State Application (STD 678) to the contact person listed. <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 who are on a DGS employment list.<br>r>
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled.<br>
<br>
This position is designated under the Conflict of Interest Code.  The position is responsible for making, or participating in the making, of governmental decisions that may potentially have a material effect on personal financial interests.  The appointee is required to complete form 700 within 30 days of appointment.  Failure to comply with the Conflict of Interest Code requirements may void the appointment.<br>
<br>
The Department of General Services’ (DGS) Core Values are key to the success of the Department’s Mission to “Deliver results by providing timely, cost-effective services and products that support our customers.”  DGS expects its Managers and Supervisors to adhere to the DGS Core Values of Integrity, Accountability, Communication, Excellence, Innovation and Teamwork.  Our Supervisors and Managers will provide leadership consistent with and promote these values.<br>
<br>
DUTIES<br>r>
Under the direction of the Assistant Chief Counsel, and subject to the administrative review of the Deputy Director & Chief Counsel, the incumbent performs the more difficult and most complex assignments related to the establishment of the Intellectual Property Unit within the department.<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.
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
Associate Governmental Program Analyst
	POSITION NUMBER
306-058-5393-001

	RPA NUMBER
009344
	FILE BY
01/21/15

	<br>
ESSENTIAL FUNCTIONS <br>
[bookmark: OLE_LINK1]The incumbent will work directly with the Attorney IV under the direction of the Assistant Chief Counsel and Deputy Director & Chief Counsel using departmental and office procedural manuals, policy directives, modern office methods, supplies and equipment in order to provide administrative and technical support in establishing, tracking, maintaining, developing, and coordinating the state-owned intellectual property program. <br>
<br>
· Develop, update, and monitor interested party data (e.g., survey results, comments on draft proposals, etc.) to assist in the process of determining the policy direction desired by various constituencies, including private industry and public agencies in the most specialized area of intellectual property.  <br> 
· Analyze and collate stakeholder input and outreach to ensure a broad understanding of the principles and policies regarding the State’s management of intellectual property.  Outreach could include, development of website content, electronic media, pamphlets, training aids, etc.  <br> 
· Catalog and analyze stakeholder input to determine the policy direction desired by various public and private constituencies in order to develop a consensus for a statewide intellectual property program.  br>
· Organize, coordinate, and analyze stakeholder surveys to systematically evaluate how the program is achieving its objectives and to address potential problems and develop and present potential solutions to the Working group (consisting of OLS staff and attorneys working on the project) and the assigned attorneys. <br>
· Develop recommendations from stakeholder input sessions and assess impacts of policy options with pros and cons analysis for consideration and review of the Working group in order to develop an IP program.  <br>
· Develop, maintain, and update procedures and policies related to the implementation of the state’s intellectual property program.  <br>
· Develop outreach material, organize training sessions, and conduct segments of training sessions for developing the program, vetting draft policies, and leveraging intellectual property knowledge to ensure statewide standards. <br>
· Establish, maintain, and monitor a help-desk function to provide timely assistance to DGS internal clients and other state agencies developing checklists and desk manuals to assist with answering intellectual property inquiries; and analyzing the effectiveness of such materials and develop metrics and analysis of the effectiveness of these materials at least annually.  <br>
· Represent the Office of Legal Services and serve as liaison with other offices and departments in support of the intellectual property program.  Responsible for researching, communicating, and disseminating intellectual property information as required.  <br>
· Prepare, maintain, and analyze monthly annual charts and/or reports from tracking system related to state-owned intellectual property data collected from state agencies to determine the types of intellectual property produced by the state.  Prepare analysis which includes options of other intellectual property that can or should be protected.  Analyze effective methodologies to protect such intellectual property and other ways that such intellectual property can be shared between state agencies.  <br>      
· Make recommendations of administrative and intellectual property program related issues in accordance with policies and procedures and data collected from state agencies.  Prepare analysis as to the ways the program can be improved.  Work with OLS attorneys to determine legal impacts of various policies, methods of protection and legal mechanisms to protect the intellectual property of the State.  Suggest to the working group other changes to the program which would more effectively utilize the State’s intellectual property, legally protect it, and get wider acceptance and knowledge of the State’s intellectual property.  <br>


<br>
· Research current laws and rules, gather and analyze information, and prepare the more difficult and most complex documents such as contracts, license agreements, court pleadings, etc., to support legal action related to the state’s intellectual property.  <br>
· Other duties as required.<br>
<br>
KNOWLEDGE AND ABILITIES<br>
<br>
Knowledge of:  <br>
· Principles, practices, and trends of public and business administration, management, and supportive staff services such as budgeting, personnel, and management analysis.<br>
· Government functions and organization.<br>
· Methods and techniques of effective conference leadership.<br>
Ability to:  <br>
· Reason logically and creatively and utilize a variety of analytical techniques to resolve complex governmental and managerial problems.<br>
· Develop and evaluate alternatives.<br>
· Analyze data and present ideas and information effectively both orally and in writing.<br>
· Consult with and advise administrators or other interested parties on a wide variety of subject-matter areas.<br>
· Gain and maintain the confidence and cooperation of those contacted during the course of work.<br>
· Coordinate the work of others.<br>
· Act as a team or conference leader.<br>
· Appear before legislative and other committees.<br>
<br>
SPECIAL PERSONAL REQUIREMENTS:  <br>
· Demonstrated ability to act independently, open-mindedness, flexibility and tact.<br>
· Willingness to travel.<br>
<br>
DESIRABLE QUALIFICATIONS:<br>
· Knowledge of and proficiency in the Microsoft Office Suite, which includes Word, Excel, PowerPoint, and Outlook.<br>
· Ability to communicate in a clear, concise manner.<br>
· Ability to handle confidential assignments with tact, diplomacy, discretion and good judgment.<br>
· Ability to operate various office machines.<br>
· Ability to prepare correspondence independently utilizing a wide knowledge of vocabulary, grammar and spelling.<br>
· Ability to understand and carry out directions following a minimum of explanation.<br>
· Ability to organize, set priorities and handle changing priorities.<br>
· Ability to type complex statistical charts, tables, graphs, etc.<br>
<br>
SPECIAL PERSONAL CHARACTERISTICS:<br>
· Possesses good organizational skills and work habits including initiative, dependability, punctuality and attendance.<br>
· A demonstrated interest in assuming increasing responsibilities.<br>
· Possesses a high level of personal integrity, mature judgment, loyalty, poise, tact and discretion.<br>
· Uses initiative and works independently.<br>
<br>





INTERPERSONAL SKILLS:<br>
· Work in a team-oriented environment, with strong interpersonal skills.<br>
· Establishes and maintains cooperative working relationships.<br>
· Responsive to client needs and be able to handle complex legal matters.  <br>
· Ability to communicate with a diverse community, which may involve some exposure to aggressive clientele or adversarial conditions. <br>
<br>

WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES REQUIRED TO PERFORM DUTIES:<br>
<br>
WORK ENVIRONMENT<br>
· Standard office setting, sitting for long periods of time.<br>
· May require reaching, stooping, bending, and lifting up to 15 pounds. <br>
· Appropriate business dress for the work environment. <br>
<br>
MENTAL ABILITIES<br>
· Effectively manage stress associated with multiple projects and assignments under time constraints.<br>
· Ability to work well under difficult circumstances.<br>
<br>
Some of the above requirements may be accommodated for otherwise qualified individuals requiring and requesting such accommodations.  br>
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