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	EMPLOYMENT
       OPPORTUNITY
	1.  RPA #
[bookmark: Text85]9920-OFAM
ANALYST’S INITIALS
JE
DATE
4/27/15



	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
[bookmark: Text83][bookmark: Text20]306-138-5393-008

	TENURE
PERMANENT
	TIME BASE
[bookmark: Dropdown4][bookmark: Text24]      
	CBID
R01

	OFFICE OF
[bookmark: Text88]Fleet and Asset Management (OFAM)
	LOCATION OF POSITION (CITY or COUNTY)
[bookmark: Text71]SACRAMENTO
	 SALARY

AGPA

$4,488
-
$5,618


	SEND APPLICATION TO:
[bookmark: Text87]Department of General Services
[bookmark: Text86]Office of Fleet and Asset Management
Attn:  Kimberly Garcia, RPA# 9920
1700 National Drive
[bookmark: Text35]Sacramento, CA 95834

	REPORTING LOCATION OF POSITION
[bookmark: Text81]1700 National Drive, Sacramento, CA 95834
	

	
	SHIFT AND WORKING HOURS
 - 8:00 a.m. - 5:00 p.m.
	

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

	
	PUBLIC PHONE NUMBER
(916)  928-2529
	PUBLIC PHONE NUMBER
[bookmark: Text27](916)  928-2529
	

	
	SUPERVISED BY AND CLASS TITLE
David Montoya, SSM I
	FILE BY
5/6/15



	<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>
<em><b>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.</b></em>
<br>
<strong>DUTIES</strong><br>
Under the direction of the Assistant Fleet Manager, Staff Services Manager I, the incumbent performs the more complex technical and analytical duties of the Department of General Services’ fleet asset analyst:<br>
· Interprets data, analyzes results using statistical techniques and provides ongoing reports to OFAM senior and executive management.<br>
· Develops and implements data collection systems and other strategies that optimize statistical efficiency and data quality<br>
· Acquires data from primary or secondary data sources and maintain databases/data systems. <br>
· Identifies, analyzes, and interprets trends or patterns in complex data sets. <br>
· Filters and “cleans” data, reviews computer reports, printouts, and performance indicators to locate and correct code problems.<br>
· Works closely with management to prioritize business and information needs. <br>
· Locates and defines new process improvement opportunities. <br>
<br>
<strong>DESIRABLE QUALIFICATIONS:</strong><br>
· Proven working experience as a data analyst.<br>
· Technical expertise regarding data models, database development, data mining and segmentation techniques. <br>
· Strong knowledge of and experience with reporting packages such as Business Objects.  br>
· Knowledge of statistics and experience using statistical packages for analyzing large datasets. <br>
· Strong analytical skills with the ability to collect, organize, analyze, and disseminate significant amounts of information with attention to detail and accuracy. <br>
· Adept at queries, report writing, and presenting findings. <br>
· BS in Mathematics, Economics, Computer Science, Information Management or Statistics. <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.  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
GS1T (REV. 1/98) - BPM 03/00GS1T (REV. 1/98) - BPM 03/00



	 CLASS TITLE
Associate Governmental Program Analyst
	POSITION NUMBER
306-138-5393-008

	RPA NUMBER
9920-OFAM 
	FILE BY
	5/6/15

	
· Demonstrated proficiency in utilizing a personal computer and Microsoft Office applications (Excel, Word, Adobe Professional, PowerPoint, and Outlook). <br>
· Ability to become proficient in fleet management software products. <br>
· Initiate or recommend changes that promote innovative solutions to meet customer needs. <br>
· Ability to communicate effectively and diplomatically with staff at all levels in a fast-paced work environment. <br>
· Experience in analyzing and interpreting laws, rules and regulations. <br>
· Excellent analytical and problem solving skills. <br>
· Demonstrated quality customer service. <br>
· Excellent attendance and punctuality. <br>
· Familiarity with the Public Contract Code, Government Code, SAM, California Acquisition Manual and other similar documents. <br>
· Familiarity with the State’s contract process. <br>
<br>
SPECIAL PERSONAL CHARACTERISTICS:
· Willingness and ability to accept increasing responsibility. <br>
· Ability to work both as a team member and independently. <br>
· Excellent verbal and written communication skills. <br>
· Demonstrated use of good organizational and time management skills and the ability to prioritize multiple tasks to meet deadlines. <br>
<br>
INTERPERSONAL SKILLS:
· Ability to act professionally at all times and represent the department effectively. <br>
· Communicate effectively with individuals from varied experiences, perspectives and backgrounds, which may involve some exposure to demanding clientele or adversarial conditions. <br>
<br>
<strong>ADDITIONAL QUALIFICATIONS:</strong><br>
· Ability to work independently and take initiative to improve or create processes and systems. <br>
<br>
<strong>WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES REQUIRED TO PERFORM DUTIES: </strong><br>
· Appropriate dress for the office environment. <br>
· Ability to travel occasionally. <br>
· Daily use of a PC and related software applications, along with other office equipment. <br>
· Effectively handle multiple task and deadlines calmly and efficiently. <br>
<br>
<strong>HOW TO APPLY: </strong><br>
· If interested in this full-time, permanent position, please submit a completed employment <b>application (STD. 678)</b>, and <b>résumé</b> to the above address. <br>
· Specify <b>RPA #9920</b> and <b>state your eligibility</b> (e.g. lateral transfer, list appointment, SROA, etc) in the <b>Explanations section</b> of the application. <br>
· <b>If list appointment, include a copy of your exam results as well as copies of college diploma/transcripts.  If SROA, include a copy of your SROA documentation.</b> <br>
· Applications received without this information <b>will not be considered</b> for review <b>nor will e-mailed/faxed applications.</b><br>
· If you require receipt confirmation, please send return receipt through the U.S. Postal Service.<br>
<br>
<strong>SELECTION CRITERIA -</strong><br>
· SROA/Surplus employees are encouraged to apply. <b>Please include a copy of your SROA documentation </b><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>
<center><b><font=purple>***THIS IS AN ABBREVIATED JOB OPPORTUNITY BULLETIN***</font><br>
To request a copy of the complete duty statement, please contact Kimberly Garcia, Personnel Liaison, at 
(916) 928-2529 or via e-mail:<a href=mailto:”Kimberly.Garcia@dgs.ca.gov?subject=RPA 9052 Fleet Ops AGPA”>kimberly.garcia@dgs.ca.gov </a>and one can be faxed or e-mailed to you.</b></center >
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