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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

8731-OPA
ANALYST’S INITIALS

der
DATE

7/3/14


	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

Information Officer I (Specialist)
	POSITION NUMBER

306-350-5601-xxx
	TENURE

 FORMDROPDOWN 
      
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R01

	OFFICE OF

Office of Public Affairs
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY

$4,400
TO
$5,508
    

	SEND APPLICATION TO:

Department of General Services

Attn: Yvonne Newton 
Executive Office, 8th Floor

P.O. Box 989052

West Sacramento, CA  95798-9052




	REPORTING LOCATION OF POSITION

707 Third Street, 8th Floor, West Sacramento
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 8 a.m. to 5 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

Michael Liang, Assistant Director of Public Affairs
	FILE BY

July 18, 2014


	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, 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.
SELECTION CRITERIA - The selection criteria will be in the following order: <br>
· SROA/Surplus eligibles 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>
Under the general direction of the Assistant Deputy Director of Public Affairs, the Information Officer I (Specialist)  develops, creates, and executes communication programs in support of both the Department of General Services and its divisions.  This includes the writing and editing of press releases, talking points, fact sheets, and issue papers, as well as content for online publications, videos, web pages and materials for outreach events that pertain to various DGS and state agency programs.  In general, the candidate must have a collegial and participatory attitude, be able to offer innovative ideas and solutions, possess the writing, multimedia, web and editing skills to deliver exceptional and accurate work and the maturity to take charge of projects and deliver them with minimal supervision.  The Information Officer I (Specialist) will also assist the department’s response to constituent and media inquiries, including writing and editing correspondence for the Department Director and assisting the Deputy Director in preparing information to be used in responding to inquiries from the media, the public, the Governor’s Office and other government agencies.
ESSENTIAL FUNCTIONS 
In order to inform both internal and external audiences of the services offered by DGS divisions and the work being performed within the department:

· Independently works with program staff and managers within DGS’ many branches and identifies communications strategies and delivery methods;

· Oversees the production of various publications and public outreach products. These products can include but are not limited to: newsletters, online magazines, brochures, guidebooks, fact sheets, videos, PowerPoint presentations, media kits, content for social media and other web applications.

· Writes and edits above-mentioned publications;

· Develops and manages editorial calendars;

· Conducts story research in the office and in the field;

· Selects and gather photos and graphics;




	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

Information Officer I (Specialist)
	POSITION NUMBER

306-350-5601-xxx
	RPA NUMBER

8731-OPA
	FILE BY


July 18, 2014

	ESSENTIAL FUNCTIONS (continued)
· Manages the design, layout and production process through to completion, including coordinating distribution;

· Writes and edits news releases, fact sheets, talking points, executive remarks and speeches, briefing papers, media packets and other informational collateral materials.

In order to respond to inquiries from the media, other  government agencies, and broader public:

· Acts as spokesperson for the department to the news media, and to individuals who inquire regarding the department's activities; 
· Arranges participation of other department officials as speakers before public groups, or on radio and television newscasts or other programs; 
· Collects, evaluates and distributes information from outside sources to DGS staff;
· Analyzes public records requests and coordinates responses.

In order to function as a liaison for the Office of Public Affairs and the various department programs:

· Gathers, reviews, and analyzes information and data that will be used by designated staff to respond to media and public inquiries.
In order to coordinate the office’s online presence:
· Uses a content management system to regularly update content on the DGS’ internal and external Web sites;
· Writes, edits and posts content to social media sites. 
MARGINAL FUNCTIONS

In order to work with other staff to cover daily office responsibilities, shares in:
· Producing the daily news clipping package;
· Answering phone inquiries that come into the office main line;
· Supporting general office assignments.
KNOWLEDGE, SKILLS AND ABILITIES

Knowledge of: Techniques of preparing, producing and disseminating information, utilizing all major media of communication; principles and techniques of establishing and maintaining good relations with news media and other public groups; California State Government and principles of public administration.

Ability to: Write, edit, and prepare for publication or reproduction news releases, correspondence, booklets, brochures, reports, speeches, and other information material; speak effectively; analyze data; assume responsibility for the administration of a public information program.
DESIRABLE QUALIFICATIONS

· Proficiency in Web content managing software (DNN and Wordpress);

· Familiarity with Associated Press (AP) Style; 

· Experience working and interacting with the news media;

· Ability to work in a fast-paced environment and multitask on multiple high-level projects;

· Familiarity with graphic design programs such as Adobe Photoshop or InDesign; 

· Ability to oversee complex publication projects with little direction;

· Ability to develop relationships and interact with staff at various levels.

INTERPERSONAL SKILLS

· Demonstrated ability to act independently, open-mindedness, flexibility, and tact.

WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES

·  Professional office environment, appropriate business attire required;

· Daily use of general office equipment and related software;

· Frequent use of computer and related software and the internet at workstation;

· Occasional off-site meetings within Sacramento and occasional out-of-town within California meetings that may require the use of various transportation modes, i.e., airplane, taxi, car, etc.

· Transporting documents and/or equipment up to 15-20 lbs., i.e., laptop computer, reference manuals, outreach materials, etc.

· Conduct formal presentation with good communication skills.

Some of the above requirements may be accommodated for otherwise qualified individuals requiring and requesting such accommodations.


