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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

9621- PMDB
ANALYST’S INITIALS
der
DATE

5/12/15


	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 Construction Analyst  

	POSITION NUMBER

719-312-4106-001
  
	TENURE

Permanent 
	TIME BASE

Full Time 
	CBID

R09

	OFFICE OF

Project Management & Development Branch
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento, Yolo County
	Monthly Salary
Associate Construction Analyst
$6,490 - $8,121

	SEND APPLICATION TO:
Personnel Liaison
707 Third Street, 5th Floor
West Sacramento, CA 95605

Attn:  Jody Zonneveld
	REPORTING LOCATION OF POSITION

707 Third Street, West Sacramento, CA 95605
	

	
	SHIFT AND WORKING HOURS

Days - 8:00 am - 5:00 pm (negotiable)
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

Monday through Friday,  DAYS OFF:  Sat/Sun
	

	
	PUBLIC PHONE NUMBER

(916)  376-1860
	PUBLIC PHONE NUMBER


	

	
	SUPERVISED BY AND CLASS TITLE

Supervising Estimator of Building Construction 
	FILE BY

5/22/15


	                      PLEASE REFERENCE RPA #9621 AND THE BASIS OF YOUR ELIGIBILITY ON THE APPLICATION 
<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>
All work to be accomplished in accordance with the State Administrative Manual Section 6800, California Government Code Section 14957 and 4525 et seq., Public Contract Code, Public Resource Code, California Code of Regulations, Title 14, Chapter 3, Section 15000, Titles 19, 21, 22 and 24. <br>
<br>  
ESSENTIAL FUNCTIONS <br>
<br> 
CONSTRUCTION COST ESTIMATING <br> 
In order to prepare cost estimates and studies for the Real Estate Services Division (RESD) in accordance with the Project Management & Development Branch’s policies and procedures: <br> 
· Reviews project plans and specifications to determine the labor, material items, and quantities that need to be included in an estimate by taking notice of special requirements, conditions and scope of work. <br>
· Prepares detailed estimates from conceptual through final working drawings utilizing standard estimating practices, cost data books, and historical costs. <br>
·  Prepares 3-page project estimates reflecting both hard and soft costs utilizing the RESD estimating database and historical information. <br>
· Conduct value engineering (VE) analyses of plans and specifications utilizing standard VE practices. <br>
· Reviews detailed estimates for confirmation of accuracy using industry standards and historical costs. <br>
· Maintains a dialogue with Architect, Engineer, Suppliers, Fabricators and Contractors to keep current on pricing and methodology through conversations, e-mail, and reading publications within the industry. <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, MILIARY 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
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	 CLASS TITLE

Associate Construction Analyst 

	POSITION NUMBER

719-312-4106-001

	RPA NUMBER

9621– PMDB

	FILE BY

5/22/15

	<br>
CONSTRUCTION CONTRACT CHANGE ORDERS <br>
In order to create and monitor official Construction Contract Change Orders documents for the Real Estate Services Division (RESD) in accordance with the Project Management & Development Branch’s policies and procedures: <br>
· Conducts site visits during construction to field verify requests for change orders. <br>
· Ensures project stays within the Department of Finance (DOF) approved scope. <br>
· Coordinates the analysis and estimating of the cost of changes to contract documents. <br>
· Communicates with and obtains support documents from Construction Inspectors and Contractors if required to make clear the intentions of the change order documentation. <br>
· Verifies that only authorized persons are signing official documents on behalf of the Contractor. <br>
· Reviews and approves contractor submittal of change order cost documentation for accuracy and appropriate pricing by using standard estimating practices, cost data books, and historical information.  <br>
· Negotiates costs with the Contractor. <br>
· Monitors and verifies that funds are available and encumbered to perform the changed work. <br>
· Trains and assists the Change Order Technician with recording historical tracking of change orders in their transit through the Change Order System. <br>
<br>
REVIEW OF CONSTRUCTION DOCUMENTS <br>
In order to support project managers with their project budget and schedules for Real Estate Services Division (RESD) in accordance with the Project Management & Development Branch’s policies and procedures: <br>
· Supports project managers with project budget concerns with Client Agencies, Department of Finance, and for budget hearings utilizing standard estimating practices, value engineering, and historical information. <br>
· Conducted a coordinated plan review of project plans and specifications to identify errors and omissions.  <br>
· Communicate findings to project managers and designers.  <br>
<br>

MARGINAL FUNCTIONS <br>
· Archives completed estimating documents in order to provide historical backup for future reference using established estimating procedures. <br>
<br>
Knowledge of: Principles of planning and designing major public buildings and groups of buildings and architectural and building costs and materials; building codes; State capital outlay procedures and budgeting; purposes, functions and construction programs of State agencies; structural and mechanical engineering as related to buildings.<br>
<br>
Ability to: Analyze construction programs and make appropriate recommendations; gather data, prepare reports and draw sound conclusions in the development of construction standards; establish and maintain cooperative relationships with those contacted in the work; speak and write effectively. <br> 
<br>
Desirable Qualifications <br>
Special Personal Characteristics <br>
· Good attendance. <br>
· Dedicated to job responsibilities. <br>
· Good organizational skills. <br>
<br>
Interpersonal Skills  <br>
· Ability to work independently, as a team leader and a team member. <br>
· Exercise a high degree of diplomacy, tact, professionalism, initiative and independence. <br>
· Willingness and ability to multi-task in a stressful environment and perform completed staff work. <br>
· Excellent problem solving skills. <br>
· Excellent communications skills (verbal and written). <br>
· Ability to use computer software applications, MS Word, MS Excel, and MS Project. <br>
· Willing to adapt to changes. <br>
· Ability to learn and understand all phases of the State’s capital outlay process. <br>
· Ability to learn the principles of budgeting as related to the capital outlay process. <br>
<br>
Knowledge: <br>
· Knowledge of cost estimating practices and policies. <br>
· Understanding of the importance of the cost estimating process in a matrix organization. <br>
<br>
Work Environment, Physical or Mental Abilities (Required) <br>
· Office environment, business dress. <br>
· Present self professionally. <br>
· Travel by airplane and vehicle. <br>
· Effectively handle stress and deadlines. <br>
· May be required to work over eight hours per day. <br>
· May be required to work weekends. <br>
· Required to wear safety equipment at the construction site which includes hard hat, safety glasses, 

and safety boots. <br>
· Work outdoors in inclement weather including, rain, heat and cold.  <br> 
· Work may involve exposure to extreme temperatures, dirt, dust and loud noises. <br> 
· Requires a valid California Driver’s License. <br>
· Understand written and verbal communication and communicate effectively at a level appropriate to the classification.

· May involve frequent and prolonged periods of standing and walking. <br>
· Talking, seeing and hearing. <br>
· May involve entering jobsites within a no-hostage zone or secured areas such as State prisons, youth authority institutions and mental hospitals. <br>
<
< 



