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	EMPLOYMENT

       OPPORTUNITY
	RPA  9928-OSPPR
ANALYST’S INITIALS

der
DATE

4/21/15


	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

Staff Service Analyst (General)
	POSITION NUMBER

306-099-5157-001
	TENURE

 FORMDROPDOWN 
      
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R01

	OFFICE OF

Office of Strategic Planning, Policy and Research
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento, CA  
	 FORMDROPDOWN 
 SALARY

$2,873
TO
$4,671


	SEND APPLICATION TO:

Department of General Services
Attn: Yvonne Newton, Executive Office

707 Third Street, 8th Floor

West Sacramento, CA  95605


	REPORTING LOCATION OF POSITION

707 Third Street, West Sacramento, CA  95605
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 8:00 a.m. – 5:00 p.m.
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916)  376-5025
	PUBLIC PHONE NUMBER

(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE

Jennifer Grutzius, Deputy Director
	FILE BY

5/6/15


	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’ 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, while protecting the interests of the State of California”.  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 - The selection criteria will be in the following order: <br>
· SROA/Surplus eligible candidates will be considered prior to other recruitment methods. <br>
· Transfers or reinstatements 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. <br>
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. <br>
<br>
The authorized duties are mandated responsibilities authorized per government code to be accomplished and performed in accordance with statutory directives of the Department of General Services (DGS), Forms Management Center (FMC) published requirements within the State of California, Government Code Sections, 11380, 14771 – 14775, and per State Administrative Manual (SAM) Chapter 1700 guidelines and regulations.

ESSENTIAL FUNCTIONS 

In order to serve as the DGS Forms Management Representative (FMR):

· Provide leadership for the forms program within the department and perform daily review and analysis following DGS guidelines and regulations: 

· Analyze components needed and develop and implement DGS procedures for the creation, management, and standardization of over 300 DGS forms.
· Provide guidance to all DGS offices’ Department Forms Coordinators (DFCs) and form authors regarding form creation, revision, discontinuation, and appropriate electronic forms deployment.
· Prepare and coordinate the department-wide combined DGS forms inventory. 
· Analyze departmental forms to identify areas out of compliance with state law. Foster a uniform look-and-feel for all DGS forms through the administration of forms standards and best business practices.



	CALIFORNIA STATE GOVERNMENT ( EQUAL OPPORTUNITY TO ALL REGARDLESS OF RACE, COLOR, CREED, NATIONAL ORIGIN, ANCESTRY, SEX, MARITAL STATUS, DISABILITY, RELIGIOUS OR POLITICAL AFFILIATION, AGE OR 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 03/00


	 CLASS TITLE

Staff Services Analyst (General)
	POSITION NUMBER

306-099-5157-001
	RPA NUMBER

9928 - OSPPR
	FILE BY

5/6/15

	· Analyze current departmental forms to determine and make needed revisions, create new forms as needed, and manage DGS Forms. Utilize effective modes of customer communication via telephone calls, e-mail correspondence, memorandums and meetings to solicit input from forms users.  

· Utilize complex, sophisticated, and user-friendly forms design and programming software standards to ensure efficient and effective form functionality.

· Design, convert, and program electronic forms from native design applications files by utilizing appropriate versions of Adobe Acrobat, Adobe PageMaker, Adobe Illustrator, Adobe InDesign, Adobe Forms Designer, FormFlow Designer, Cardiff Liquid Office Forms Designer, Microsoft Excel and Microsoft Word software applications.

· Program electronic GS forms with user-friendly functionalities with features such as “fill and print” capability, calculation routines, event-action scripts, security controls, ADA accessibility, and database connectivity.

· Demonstrate and install electronic forms for customers by developing and testing as requested.

· Troubleshoot and resolve electronic forms anomalies due to programming problems and incompatible product upgrades.

· Analyze all possible components for a forms management database and develop, manage, and support forms management database applications for tracking search queries, user-level security measures, customized reports, tables, database relationships, data-entry screens, charts and graphs by utilizing Microsoft Access and Microsoft SQL Server applications to ensure efficient form functionalities.

· Deploy, maintain and upgrade over 200 ADA accessible and electronically programmed forms via the DGS website.

· Prepare and coordinate the department-wide combined DGS forms inventory. 
In order to serve as STD. Forms Consultant and Representative for assigned STD. form author departments and provide design, programming and database management consulting with agencies on electronic STD. forms design standards, revisions, and programming following statutory directives, DGS policy, and industry standards:

· Analyze components needed, and create, revise, and manage assigned STD. Forms.

· Program, deploy, manage and monitor statewide DGS departmental forms, by documenting management applications and other complex electronic data-management information systems and applications via DGS website.

· Update and troubleshoot electronic “fill and print” ADA accessible STD. electronic forms, on-line ordering information, search options, program policies and other program service information as templates via DGS/OSP website.

· Evaluate, update and program website forms and applications for compliance by conforming to the security requirements and standards.

· Design, develop, test, implement and maintain website electronic forms and appropriate website applications.

· Respond to customers’ website inquiries in a timely manner by ensuring current statewide forms management information is accessible to address customers’ FMC business needs.

In order to serve as a DGS Forms Coordinators Training Resource and provide training and communication to DGS’s Offices, DGS Forms Coordinators, and form authors:

· Facilitate DGS Department Forms Coordinator council meetings. Provide information on training and new technologies that will assist DGS’s DFCs in expanding their skillsets while providing quality forms products.

· Provide training via a classroom setting or personalized one-on-one training sessions in forms design, forms management, and electronic forms.

· Promulgate the statutory directives and provide assistance and training regarding forms design, forms management, and forms standards.

· Create and maintain a master-list of each DGS Office’s Forms Coordinator and their contact information.

In order to serve as a FMC Electronic forms analyst and consultant:

· Provide guidance to all DGS divisions with technical analysis, evaluation, research, and study of electronic forms management business solutions following the State of California policies and government code directives.

·  Comply with mandated responsibilities by performing the required duties in an acceptable manner.
· Utilize statewide forms management policies, standards, and guidelines as established by FMC per government code directives.   

MARGINAL FUNCTIONS

· Attend all mandatory training as required per departmental guidelines.

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; and governmental functions and organization.

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; consult with and advise administrators or other interested parties on a wide variety of subject-matter areas; and gain and maintain the confidence and cooperation of those contacted during the course of work.

SPECIAL PERSONAL CHARACTERISTICS

Willingness as a learner to do routine or detailed work in order to learn the practical application of administrative principles; and demonstrated capacity for development as evidenced by work history, academic attainment, participation in school or other activities, or be well-defined occupational or vocational interests; and willingness and ability to accept increasing responsibility.

INTERPERSONAL SKILLS

· Communicate effectively with all staff.
· Promote teamwork and be proficient as a team member with all OSPPR units.

· Work cooperatively and collaboratively with all levels of staff to achieve goals by sharing or integrating ideas, knowledge, skills, information, support, resources, responsibility, and recognition.

· Interact with others in positive ways that are friendly, courteous and respectful of individual and cultural differences, attitudes, and the feelings of others.

· Understand written and verbal instructions and communication.

WORK EXPECTATIONS

· Comply with DGS Expectations of Employees.

· Demonstrate ability to act independently with open-mindedness, flexibility, tact and with minimal supervision.

· Ability to handle multiple tasks, be creative, and handle rapidly changing priorities.

· Select, access, and use necessary information, data, and communication related technologies.

· Come to meetings on time and fully prepared, including handouts for distribution when appropriate.

· Be well organized and efficient, conscientious and professional.

· Arrive to work on time at your respective workstation ready for work and fully accountable for working an eight-hour day.

· Return on time to your respective workstation ready to work after breaks and lunch.

· Comply with appropriate OSPPR, DGS, unit office rules, policies, and procedures at all times.


