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	EMPLOYMENT
       OPPORTUNITY
	1.  RPA #
[bookmark: Text85]9867 -OBAS
ANALYST’S INITIALS
LEW
DATE
4/24/15



	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
[bookmark: Text2][bookmark: Text37]Staff Services Manager I      
	POSITION NUMBER
[bookmark: Text83][bookmark: Text20]306-032-4800-004
	TENURE
24 MONTH LIMITED TERM
	TIME BASE
[bookmark: Dropdown4][bookmark: Text24]      
	CBID
[bookmark: Text6]S01

	OFFICE OF
OBAS/Purchasing Services Section
	LOCATION OF POSITION (CITY or COUNTY)
[bookmark: Text71]West Sacramento
	 SALARY

$5,181
TO
$6,437
     

	SEND APPLICATION TO:
[bookmark: Text87]Department of  General Services
[bookmark: Text86]ATTN:  Kiyo Baird
OBAS - MS 414
PO BOX 989052
[bookmark: Text35]West Sacramento, CA 95798-9052


[bookmark: Text32]      
	REPORTING LOCATION OF POSITION
[bookmark: Text81]707 3rd Sreet, 2nd Floor 
	

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

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

	
	PUBLIC PHONE NUMBER
(916)  376-5335
	PUBLIC PHONE NUMBER
(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE
Lori Morgan, SSMII
	FILE BY
 5/4/15



	THIS JOB IS BEING ADVERTISED AS A 24 MONTH LIMITED TERM WITH THE POSSIBILITY OF BECOMING A PERMANENT POSITION AT A LATER DATE  <BR>
<br>
 The Department of General Services’ (DGS) Core Values and Expectations of Supervisors and Managers 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 managers and supervisors are to adhere to the Core Values and Expectations of Supervisors and Managers, and to exhibit and promote behavior consistent with those values and expectations <br> 
<br> 
If interested in this position, please submit a completed employment application, STD. 678, and résumé to the above address. Specify RPA #9867 and state your eligibility (e.g. lateral transfer, list appointment, SROA, etc.) in the Explanations section of the application. If list appointment, include a copy of your exam results. If SROA, include a copy of your SROA documentation. Applications received without this information will not be considered for review nor will e-mailed/faxed application. If you require receipt confirmation, please send return receipt through the US Postal Service. <br>r>
SELECTION CRITERIA <br>
· SROA/Surplus employees are encouraged to apply. Please include a copy of your SROA documentation <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>
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 and annually thereafter.  Failure to comply with the Conflict of Interest Code requirements may void the appointment.  <br>
*** JOB OPPORTUNITY BULLETIN*** <br>
To request a copy of the complete duty statement, please contact Kiyo Baird, Personnel Liaison <br>
 by e-mail:  Kiyo.baird@dgs.ca.gov and one can be e-mailed to you. <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, NATIIONAL ORIGIN, POLICITIAL 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
Staff Services Manager I  
	POSITION NUMBER
306-032-4800-004
	RPA NUMBER
9867 OBAS
	FILE BY
	5/4/15

	ESSENTIAL FUNCTIONS
<br>
All work is to be accomplished in accordance with the guidelines of the Department of General Services (DGS), Administration Division (AD), Office of Business and Acquisition Services’ (OBAS), Contracts Management Section (CMS) utilizing Strategic Plans, DGS, OBAS and CMS Policy Manuals and Memorandums; divisional policies as applicable for acquisitions related to specific programs; the Real Estate Services Division’s (RESD) General Conditions for the Course of Construction (RGC), the State’s General Terms and Conditions (GTC), and published directives within the Government Code (GC), Public Contract Code (PCC), California Code of Regulations (CCR), State Administrative Manual (SAM), State Contracting Manual (SCM), Purchasing Authority Manual (PAM), Civil Code (CC), Labor Code (LC), Business and Professions Code (BPC), Administrative Orders and Executive Orders. <br>
<br>
Under the general direction of the Staff Services Manager II, the SSMI oversees and assists in OBAS purchasing and/or contracts policy development and implementation of departmental procurement functions.  The SSMI provides direct supervision, training and performance evaluations for office staff that consists of Staff Services Analysts and/or Associate Governmental Program Analysts. 
<br>
SUPERVISORY RESPONSIBILITIES <br>
· Coordinate, direct and delegate the workload  <br>
· Assist in developing, implementing and communicating unit goals <br>
· Assign workload to staff and provides comprehensive expectations <br>
· Develop and implement new procedures and policies as it relates to the unit <br>
· Review contracts prior to solicitation and execution <br>
· Ensure funding approvals have been obtained <br>
· Participate and provide input at management team <br>
· Ensure staff compliance with records retention pursuant to records retention schedules <br>
· Advise employees regarding various personnel programs and policies <br>
· Approve/disapprove Merit Salary Adjustments and alternate ranges changes <br>
· Prepare probation reports and Individual Development Plans (IDP) <br>
· Provide training opportunities <br>
· Administer the Constructive Intervention <br>
· Provide an injured employee with the Employee’s Claim For Worker’s Compensation Benefits (SCIF 3301) and completes the SCIF Occupational Injury Report (SCIF 3067) <br>
· Know and effectively apply supervisory principles and requirements <br>
· Grant or deny employee requests for time Reviews employee timesheets in accordance with department policy for approval at the completion of the pay period, verifying accuracy of entries and aliases charged <br>
· Ensure accuracy of payroll warrants by approving <br>
<br>
PROGRAM SUPPORT <br>
· Attend and participate in meetings to ensure that contracting needs receive timely processing <br>
· Confer with management and program staff on contracting processes and procedures <br> 
· Represent the Unit when meeting with program and legal staff to troubleshoot issues that become a barrier to contract processing and completion <br>
· Attend contracting forums <br>
· Participate in and coordinate materials for contracting forums, meetings and training seminars for customers <br>
<br>
MARGINAL FUNCTIONS <br>
· Develop enhancements to the DGS automated contract tracking system and the Sections’ contracts data base<br> 
· Assist in the preparation, implementation and administration of the organizational strategic plans and business <br>
· Act for the Assistant Branch Chief in his/her absence <br>
· Coordinate and oversee the request for Public Records in compliance <br>
<br>
KNOWLEDGE AND ABILITIES <br>
Knowledge of: Principles, practices, and trends of public and business administration, including management and supportive staff services such as budget, personnel, management analysis, planning, program evaluation, or related areas; principles and practices of employee supervision, development, and training; program management; formal and informal aspects of the legislative process; the administration and department's goals and policies; governmental functions and organization at the State and local level; department's Equal Employment Opportunity objectives; and a manager's role in the Equal Employment Opportunity program and the processes available to meet Equal Employment Opportunity objectives.
<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; gain and maintain the confidence and cooperation of those contacted during the course of work; review and edit written reports, utilize interdisciplinary teams effectively in the conduct of studies; manage a complex Staff Services program; establish and maintain project priorities; develop and effectively utilize all available resources; and effectively contribute to the department's Equal Employment Opportunity objectives.
<br>
DESIRABLE QUALIFICATIONS <br>
· Journey level knowledge of, State Contracts Manual, State Administrative Manual, and applicable State and Federal laws and regulations <br>
· Ability to exercise good judgment to fulfill the comprehensive responsibilities of the contracting program <br>
· Ability to work with a wide range of classifications and skill levels <br>
· Strong analytical skills as demonstrated by performing and/or managing complex fiscal and contractual workload <br>
· Strong verbal and written skills <br>
· Work well independently and in a team environment  <br>
· Ability to speak and write effectively and perform with a high degree of independence <br>
· Ability to establish and maintain cooperative working relationships with managers and staff at all levels <br>
· Knowledge of administration, supervisory practices including personnel and equal employment opportunities <br>
· Effective skills in using Microsoft Office products, specifically, Word, Excel, Access, PowerPoint, and Project <br>
· Effective skills in using Oracle Activity Based Management System (ABMS) <br>
<br>
ADDITIONAL DESIRABLE QUALIFICATIONS <br>
· Knowledge of the supervisor’s role in public relations <br>
· Knowledge in the principals and practices of sound management of fiscal resources <br>
· Knowledgeable in the goals and policies of the state administration and the DGS <br> 
· Ability to plan, supervise, direct and coordinate the work of a multidisciplinary staff <br>
· Ability to develop and utilize all available resources <br>
· Willingness and ability to promote and be accountable for customer satisfaction and quality service <br>
· Ability to initiate or recommend changes that promote innovative solutions to meet customer needs  <br>
· Knowledge of use of management information systems <br>
<br>
INTERPERSONAL SKILLS <br>
· Communicate in a clear and concise manner  <br>
· Communicate confidently and courteously to a diverse community <br>
· Receive, follow and relay written and verbal direction in accordance with administration and department’s policy <br>
WORK ENVIRONMENT <br>
Requires ability to communicate confidently and courteously with people of different backgrounds, ethnic origins, and personality types and at various levels of responsibility within state government <br>
· May require travel <br>
· Formal presentations with good communication skills <br>
· Requires ability to effectively manage stress and meet deadlines <br>
· Appropriate attire for professional office environment <br>
· Work in a climate-controlled open office with artificial and natural light.  The building temperature will fluctuate due to periodic problems with the heating and air conditioning <br>
· Daily use of PC and related software applications at a workstation in a cubicle environment <br>
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