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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

9125 and 9126-BPM
ANALYST’S INITIALS

SM
DATE

11/24/14


	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

Associate Governmental Program Analyst (AGPA) – 2 positions
	POSITION NUMBER

308-100-5393-921
	TENURE

 FORMDROPDOWN 
 
	TIME BASE

 FORMDROPDOWN 
 
	CBID

R01

	OFFICE OF

Building and Property Management
	LOCATION OF POSITION (CITY or COUNTY)

Downtown Sacramento
	 FORMDROPDOWN 
 SALARY

$4,488
TO
$5618


	SEND APPLICATION TO:

Department of General Services
Building and Property Management Branch
C/O Linda McGuire
707 3rd Street, Suite 5-305

West Sacramento, CA 95605
Attn:  Linda McGuire
	REPORTING LOCATION OF POSITION

BPM/HQ 1304 O Street, 3rd Floor, Sacramento
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 8am to 5pm
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916)  376-1843
	PUBLIC PHONE NUMBER

(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE

Staff Services Manager
	FILE BY

12/8/14


	* * * PLEASE INDICATE RPA 9125 and 9126 - BPM ON YOUR APPLICATION * * * <br>

<br> If you have previously applied for these vacancies you need not submit another application. <br>

<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>

SELECTION CRITERIA <br>
· SROA/Surplus/Re-employment employment employees are encouraged to apply. <br>
· Transfer, 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’s employment list. <br>
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. <br>
<br>

To ensure the proper policies and procedures are being followed, the following work will be performed in accordance with the principles and guidelines of the Department of General Services State Administrative Manual (SAM), the Department of Finance (DOF) Budget Letters and the Governor’s Executive Orders, the Real Estate Services Division (RESD) and Building & Property Management (BPM) strategic plans, the guidance of the BPM headquarters office/staff, DGS’s Office of Fiscal Services (OFS) and Office of Human Resources (OHR). <br>
<br>
Under direction of the Building and Property Management Fiscal Manager, the Associate Governmental Program Analyst independently provides the complex analytical support for the Building and Property Management’s special repair projects and various fiscal activities.  The Associate Governmental Program Analyst interacts with the Building and Property Management Chief, the Assistant Branch Chiefs of Building and Property Management Division and the Budget Office in support of administering the Special Repair Project.  The Associate Governmental Program Analyst analyzes the overall Special Repair Project budget which is approximately 33 million dollars annually, associated contracts, and various other fiscal activities.  The Associate Governmental Program Analyst makes independent recommendations involving contracts and spending of the Special Repair Projects.  The Associate Governmental Program Analyst is independently responsible for ensuring special project funding is encumbered appropriately to guarantee that funding is not lost for current and future projects.  The Associate Governmental Program Analyst is responsible for but not limited to the following tasks. <br>


	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

Associate Governmental Program Analyst (AGPA) – 2 positions
	POSITION NUMBER

308-100-5393-921
	RPA NUMBER

RPAs 9125 and 9126 BPM 
	FILE BY


12/8/14

	<br>
ESSENTIAL FUNCTIONS <br>
In order to monitor Building and Property Management’s Special Repair Projects both in the Service Revolving Fund (SRF) and Architecture Revolving Fund (ARF) according to published guidelines: <br>
· As the program subject matter expert, independently analyze and determine how project funds are identified and how to properly allocate funding for those projects using Special Repair Budget documents in Activity Based Management System (ABMS). <br>
· Monitor, track and coordinate all technical phases of projects including new start, fund transfers, use of project funds and schedules, establishment of construction completion dates and project closure process using ABMS and Microsoft Excel source documents. <br>
· Analyze projects over-expenditures and scheduling delays using ABMS and Microsoft Office Software and prepare viable solutions verbally or in writing to the Administration Manager, Assistant Chiefs or Branch Chief and recommend appropriate use of available budget to ensure the projects are funded appropriately and timely. <br>
<br>

Independently identify necessary funding and make recommendations for unplanned and emergency BPM projects by analyzing and evaluating Project Status Reports, ABMS fiscal tracking database, and Excel tracking documents created by the analyst to determine where funding may be available and make recommendations to the BPM executive management team on how to fund. <br>
<br>
In order to independently analyze and monitor project records according to published guidelines: <br>
· Accurately and timely preparation of Form 22’s, transmittal letters and funding transfer requests using ABMS Project Data and Microsoft Office Software, to analyze, identify, and determine funding transfer amounts, and location from which to transfer to fund other Special Repair Projects. <br>
· Identify all necessary funding for BPM projects by analyzing and evaluating summary project status reports and make recommendations as needed to allocate funding appropriately for Special Repair Projects. <br>
· On an annual basis, transfer project dollars from SRF to ARF after detailed and thorough analysis using standard fiscal documents. <br>
<br>
In order to support the Office Building Manager (OBM), in carrying out the Special Repairs Project Program in accordance with published guidelines: <br>
· Receive, identify or verify funding for official Special Repair project requests that are received in BPM Headquarters from BPM Management Units and submit funding recommendation to BPM executive management for approval. <br>
· Gather, analyze research and interpret a variety of data that will assist with developing comprehensive Branch Directives that thoroughly address the Special Repair process using BPM Branch Directive formats (Information Mapping). <br>
· Develop and conduct training for Building and Regional Managers in the Special Repair funding process. <br>
· Develop methodologies for accurately tracking special repair project costs to buildings by using ABMS and other automated systems. <br>
· Provide broad technical information and guidance to BPM Managements Units to ensure accuracy and completeness of all required documents for contract preparation including a thorough analysis of contracts’ scope of work. <br>
<br>
In order to prepare Special Repair and 5 Year Plan Project Packages for the BPM Annual Budget Process in accordance with published guidelines: <br>
· Develop, analyze and revise comprehensive procedures for the Regional Budget Packages by reviewing annual special repair procedures and prior year special repair report submittals. <br>
· Monitor and Track special repair project packages as they are received and reports to Administration Manager using both clear and concise verbal and written communication. <br>

· Receive, compile, review for accuracy and work with the regional managers to correct the annual special repair project packages by Region, ensuring completeness and accuracy, and provides the Assistant Branch Chiefs their respective Region packages. <br>
· Develop the special repair project listing using various technical and specialized source documents such as the special repair documents, BPM financial plan and budget change proposals. <br>
· Present detailed final fiscal year listing of Special Repair Projects to the Administration Manager, Assistant Chiefs and Branch Chiefs. <br>
· Support the managers in preparing for annual Regional Budget meeting by gathering data and presenting it in a thorough, clear and concise written format using Microsoft Office Software. <br>
<br>
MARGINAL FUNCTIONS <br>
May be called upon for back-up analytical support to other fiscal areas as needed <br>
<br>
KNOWLEDGE AND ABILITIES <br>
Knowledge of: Principles, practices, and trends of public and business administration, management, and supportive staff services such as budgeting, personnel, and management analysis; government functions and organization; and methods and techniques of effective conference leadership. <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; coordinate the work of others, act as a team or conference leader; and appear before legislative and other committees. <br>
<br>
DESIRABLE QUALIFICATIONS <br>
· Ability to organize and set priorities. <br>

· A working knowledge of Microsoft Excel and Word. <br>
· Desire to work with financial documents. <br>

· Ability to learn and become knowledgeable of DGS fiscal processes. <br>
· Attention to details – interest in tracking and monitoring over 250 projects in two funding sources. <br>
· Working knowledge of ABMS. <br>

· Excellent written and verbal communication. <br>

<br>

SPECIAL PERSONAL CHARACTERISTICS <br>
· Mature judgment, loyalty and discretion. <br>

· Ability to work closely with Regional and Building Managers in reporting project funding. <br>

· Ability to work closely with DGS Accounting in tracking funding. <br>

<br>

INTERPERSONAL SKILLS <br>
· Work well in a team environment. <br>

· Commitment to quality customer service. <br>
· Maintain required job schedule. <br>
· Focus attention on details and follow work procedures. <br>
· Receive and follow direction from supervisors. <br>

· Excellent organization skills. <br>
· Good attendance and punctuality record. <br>
<br>

WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES <br>
· Communicate confidently and courteously in a diverse community. <br>

· Appropriate business attire for professional office. <br>

· Multitask, meet deadlines, and adjust to changing priorities. <br>

· Daily use of PC and related software applications at a workstation. <br>

· Minimal travel may be required. <br>




