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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

003-CCFC

FY 15/16
ANALYST’S INITIALS   

TL
DATE

9-11-15


	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 Services Manager II (Supervisory) 
	POSITION NUMBER

319-001-4801-900
393-900
	TENURE

Permanent

	TIME BASE

 FORMDROPDOWN 
      
	CBID

S01

	OFFICE OF

First 5 California (aka California Children and Families Commission)
	LOCATION OF POSITION (CITY or COUNTY)

Sacramento
	 FORMDROPDOWN 
 SALARY

Ranges:

$5,830
to

$7,245

	SEND APPLICATION TO:

First 5 California

2389 Gateway Oaks Drive, Suite 260

Sacramento, CA 95833

     
Attn:  Hanan Boyd
	REPORTING LOCATION OF POSITION

2389 Gateway Oaks Drive, Suite 260
	

	
	SHIFT AND WORKING HOURS

Days, Full Time
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY  -- 8:00a.m. to 5:00p.m.
	

	
	PUBLIC PHONE NUMBER

(916)  263-1050
	PUBLIC PHONE NUMBER

(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE

Diane Levin, Chief Deputy Director
	FILE BY

9-25-15


	“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.”

<br>
<br>

SELECTION CRITERIA – The selection criteria will be in the following order: 
 <br>
· SROA/Surplus 
ligible 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 CCFC 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 CCFC’s employment list.

<br>

· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. 

<br>

<br>
All interested candidates must submit a standard State Application Form 678. Applications will be accepted only from individuals currently at the Staff Services Manager II (Supervisory) level, applicants who have transfer or list eligibility, or individuals who are currently reachable on the Staff Services Manager II (Supervisory) list.  All appointments are subject to SROA/Surplus provisions. Surplus applicants, please attach a copy of your surplus letter to the state application.

<br>
<br>

Please reference “RPA 2015-16 CCFC- 003” and state your eligibility in the Explanations section on your application. 

<br>
<br>
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319-001-4801-900
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9-25-15


Are you ready for a challenge?  Are you looking for a rewarding career where you impact the lives of young children?  Here’s your chance!  First 5 California is recruiting for an energetic, committed, and experienced Staff Services Manager II (Supervisory). The successful candidate must possess strong organizational skills, commitment to quality client service, and a working knowledge of various software programs (e.g., Microsoft Word, Excel, and PowerPoint). First 5 California is located in the South Natomas area and includes FREE PARKING!
<br>

<br>
ESSENTIAL FUNCTIONS
<br>

In order to maintain and create F5CA policies, programs, and procedures, the incumbent will:
<br>

· Manage and direct the work of ASO and other F5CA staff in the design, development, publication, and dissemination of the Annual Report
<br>

· Represent F5CA in policy and planning meetings with external stakeholders and partners, including sister agencies 
<br>

· Direct staff on developing, drafting, and analyzing F5CA policies, procedures manuals, reports, program documents, and other agency documents, ensuring consistency with Proposition 10, the Commission’s bylaws, the Strategic Plan, and adopted policies
<br>

· Apply specific knowledge and understanding of Proposition 10 in all duties and functions
<br>

<br>

In order to ensure all applicable personnel laws and rules are adhered to in performing personnel transactions, the incumbent will:
<br>

· Advise executive management and staff on all personnel, labor relations, training and management analysis matters; coordinate with control agencies to resolve the most sensitive and complex personnel issues 
<br>

· Directly supervise subordinate staff in daily personnel activities, including payroll, attendance, merit salary adjustments, employee assistance programs, Family Medical Leave Act, benefit inquiries, reasonable accommodation, and workers compensation
<br>

· Develop and manage an effective workforce recruitment and development process that promotes diversity within the organization
<br>

<br>
Consistent with CalHR rules and regulations, the incumbent will perform the full range of management and supervisory duties for ASO staff, including but not limited to: 
<br>

· Provide direction and guidance regarding ongoing assignments and daily work activities to ensure deadlines are met
<br>

· Delegate responsibility to staff to facilitate timely completion of ASO tasks and workload
<br>

· Review work and evaluate performance of staff to determine training and professional growth opportunities
<br>

· Approve travel and leave requests for staff following leave usage guidelines
<br>

· Conduct, arrange, and approve training for staff to increase staff knowledge base
<br>

<br>
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Direct the work of the Internal Capacity Building Team, as mandated by the F5CA Strategic Plan, which includes, but is not limited to, tasks involving the following:
<br>

· Implementing formal and transparent human resources processes
<br>

· Developing a system of ongoing communication on personal and professional goals between staff and supervising managers
<br>

· Planning and budgeting for career planning and professional development opportunities for all staff
<br>

· Developing and implementing cross-unit work plans
<br>

<br>
Utilizing the Health and Safety Code sections 130100-130155, F5CA Procurement Policy and Procedure Manual, Department of General Services (DGS) State Contracting Manuals, and SAM, the incumbent will administer contracts by completing the following tasks:
<br>

· Establish and manage ASO contracts, including contracts with control agencies (i.e., DGS Human Resources Division, State Controller’s Office)
<br>

· Manage programmatic and fiscal aspects of contracts specific to ASO (training contracts, summit/conference contracts, strategic plan, etc.) 
<br>

<br>
In order to ensure coordination of meetings, summits, and conferences, the incumbent will direct the work of the following: 
<br>

· Quarterly Commission meetings
<br>

· Child Health, Education, and Care Summit
<br>

· Quality Rating and Improvement System Summit
<br>

· Other meetings and conferences as directed by Executive staff
<br>

<br>

In order to ensure timely lease renewals and property management communications, the incumbent will:
<br>

· Direct staff and manage the coordination of office moves and configurations
<br>

· Manage the contract renewal process
<br>

· Represent F5CA as the direct contact for facilities issues (e.g., general maintenance, heating and air, plumbing, etc.)
<br>

<br>
MARGINAL FUNCTIONS
<br>

In order to strengthen organizational operations and systems within the ASO, the incumbent will:
<br>
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· Support, promote, and ensure alignment of ASO’s work objectives with the organization’s vision and values and achieve strategic objectives as assigned (e.g., streamline policies and procedures, implement a formal HR process)
<br>

· Recommend, plan, and implement work process improvements
<br>

· Manage and guide group efforts, including providing the appropriate level of feedback concerning group progress
<br>

· Approve all materials prior to being posted to F5CA’s website
<br>

<br>
KNOWLEDGE, SKILLS 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 Affirmative Action Program objectives and a manager’s role in the Affirmative Action Program and the processes available to meet affirmative action objectives.

<br>
<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; and effectively contribute to the department’s affirmative action objectives. 

<br>
<br>

DESIRABLE QUALIFICATIONS
<br>

SPECIAL PERSONAL CHARACTERISTICS
<br>

· Analyze situations and adopt effective course of action
<br>

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

<br>
INTERPERSONAL SKILLS
<br>

· Communicate effectively with the public and all levels of staff (both state and local)
<br>

· Ability to gain others’ support for ideas, proposals, projects, and solutions
· <br>
· Develop, maintain, and strengthen relationships with others inside or outside of the organization who can provide information, assistance, and support
<br>

<br>
ADDITIONAL DESIRABLE QUALIFICATIONS
<br>
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· Minimum of one year acting as manager of a multidisciplinary administrative services area
<br>

· Working knowledge of Microsoft Office 2010
<br>

<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES 
<br>

· Function effectively under stress and under deadlines
<br>

· Function effectively in automated environment
<br>

· First 5 California does not currently offer telework
