	
	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

9355-DSA
ANALYST’S INITIALS

IWS
DATE

11/24/14

	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

Associate Governmental Program Analyst 
	POSITION NUMBER

718-599-5393-705

	TENURE

PERMANENT 
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R01

	OFFICE OF

DSA Performance Metrics Unit
	LOCATION OF POSITION (CITY or COUNTY)

SACRAMENTO
	 FORMDROPDOWN 
 SALARY

AGPA
$4,488 - $5,618
     
 

	SEND APPLICATION TO:

Division of the State Architect
Headquarters
1102 Q Street, Suite 5100

Sacramento, CA  95814
Attention:  Salina Hernandez 

Personnel Liaison (PL)


	REPORTING LOCATION OF POSITION

1102 Q Street, Suite 5100
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 8:00am to 5:00 pm 
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916) 445-8100
	PL’s PHONE NUMBER

(916) 341-6999
	POST & BID FILE BY: 

     

	
	SUPERVISED BY AND CLASS TITLE
Dale Kuroda, Career Executive Assignment III
	FILE BY

          12-19-14


	<br>

The Department of General Services’ (DGS) Core Values and Employee Expectations are keys 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>
SELECTION CRITERIA - -  <>
Please submit a completed State Application (STD 678).  <br>
· SROA/Surplus employees are encouraged to apply and will be considered prior to other recruitment methods. 
· 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. B<br>
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. B<br>
<br>
DUTIES bb
The incumbent shall promote and be accountable for customer satisfaction and quality service and will initiate or recommend changes that promote innovative solutions to meet customer needs. b<br>
<br>
Under the direction of the Staff Services Manager I in the Performance Metrics Unit of the Division of the State Architect (DSA), the incumbent is responsible for identifying and analyzing processes to improve operating efficiency and effectiveness within the division statewide. <br>
All work is to be accomplished in accordance with the laws, rules, regulations, and/or guidelines of the Department of General Services and State Administrative Manual, the Department of Finance Budget Letters, the Governor’s Executive Orders, DSA strategic plan, the Office of Fiscal Services (OFS) and the guidance of DSA management, utilizing Microsoft Office applications and the Activity Based Management System (ABMS), E-tracker, writing skills, interpersonal skills, oral communication skills and analytical skills. <br>




	CALIFORNIA STATE GOVERNMENT ( 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

718-559-5393-705

	RPA NUMBER

9355-DSA 
	FILE BY

12/19/14

	Please email salina.hernandez@dgs.ca.gov  for Essential Functions Duty Statement.  <br>
<br>
MARGINAL FUNCTIONS
Assists with preparing justifications to support Budget Change Proposals, and assists with legislative analysis that impacts existing divisional processes.  Monitors code changes to identify internal and external training needs.  Other duties as assigned. B<br>
<br>
KNOWLEDGE AND ABILITIES

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>b
<br>
Ability to:  Reason logically and creatively and utilize a variety of analytical techniques to resolve complex governmental 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 
Special Personal Characteristics

· Experience in cloud based technologies and mobile computing. <br>
· Experience in data analysis and presentation. <br>

· Experience performing multiple tasks in an organized manner to meet deadlines.  <br>
· Reliable and dependable as indicated by a good attendance record. <br>
· Experience in providing lead direction to other staff members. <br>
· Excellent customer services skills. <br>

· Demonstrated ability to act independently, with open-mindedness, flexibility, and tact. <br>

· Working knowledge of ABMS and E-Tracker. <br>

· Proficient in the use of personal computers and related software, such as MS Word and Excel. <br>

· Experience developing procedures. <br>
· Willingness to travel as needed.  <br>

Interpersonal Skills

· Ability to work independently and as a team leader. <br>
· Ability to work with customers and staff at all levels. <br>
· Excellent communication skills (verbal and written). <br>

WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES

· Appropriate attire for professional office environment.  <br>

· Frequent use of a personal computer and peripheral tools at a work station. <br>
· Requires ability to effectively handle stress and deadlines. <br>
· Communicate effectively. <br>
· Ability to give formal presentations to staff at all levels. <br>
· Occasional travel is required. <br>
 


