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	C E A
	

	CAREER EXECUTIVE ASSIGNMENT


SERVICEWIDE PROMOTIONAL EXAMINATION
DEPARTMENT:  
DEPARTMENT OF GENERAL SERVICES

POSITION TITLE:
CHIEF, OFFICE OF HUMAN RESOURCES

CEA  FORMDROPDOWN 

SALARY:
$7815 – $8616
FINAL FILING DATE:
MARCH 6, 2013
Applications (Form 678), resumes and Statements of Qualifications must be POSTMARKED no later than the final filing date.  Applications , resumes and Statements of Qualifications personally delivered or received via interoffice mail after 5:00 PM on the final filing date will not be accepted for any reason. The examination title must be indicated on the application.  FAXED or EMAILED APPLICATIONS, RESUMES, AND STATEMENT OF QUALIFICATIONS WILL NOT BE ACCEPTED. 
POSITION DESCRIPTION

Under general direction of the Deputy Director, Administrative Services Division, the Chief of Human Resources provides policy and program advice to the Executive Team, office chiefs, and managers; evaluates policies, practices, and procedures; and makes recommendations to implement appropriate changes.
The Chief of Human Resources provides leadership and management to the Department’s 24 diverse programs and several boards and commissions in the areas of human resources, including position management, classification and pay, personnel and disability transactions, selections, labor relations, training and performance enhancement, program improvement, and constructive intervention while applying the core values of DGS --- integrity, accountability, communication, excellence, innovation and teamwork. The Chief of Human Resources is expected to adhere to, model, and support these values.
The Chief of Human Recourses assists with and advises the executive and management team members on highly sensitive issues affecting departmental programs and policies, and strategies on methods to achieve departmental objectives. The Chief of Human Resources also works collaboratively with control agencies to ensure program compliance with civil service laws and rules.
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CHIEF, OFFICE OF HUMAN RESOURCES
FILING REQUIREMENTS

Applicants must first meet the following filing requirements:

Either I

Must be a State civil service employee with permanent civil service status.
Or II

Must be a current or former employee of the Legislature, with two or more consecutive years as defined in Government Code Section 18990.

Or III

Must be a current or former non-elected exempt employee of the Executive Branch with two or more consecutive years (excluding those positions for which salaries are set by statute) as defined in Government Code Section 18992.

Or IV

Must be a person retired from the Unites States military, honorably discharged from active military duty with a service-connected disability, or honorably discharged from active duty as defined in Government Code 18991.  
IN ADDITION, APPLICANTS MUST MEET THE FOLLOWING MINIMUM QUALIFICATIONS

Applicants must demonstrate the ability to perform high administrative and policy-influencing functions effectively.  Such overall ability requires possession of most of the following more specific knowledge and abilities:

a. Knowledge of the organization and functions of California State government including the organization and practices of the Legislature and the Executive Branch; principles, practices and trends of public administration, organization and management; techniques of organizing and motivating groups; program development and evaluation; methods of administrative problem solving; principles and practices of policy formulation and development; personnel management; the manager’s role in labor relations; the manager’s responsibility for promoting equal opportunity in hiring and employee development and promotion and for maintaining a work environment which is free of discrimination and harassment.

b. Ability to plan, organize and direct the work of multi-disciplinary professional and administrative staff; analyze administrative policies, organization, procedures and practices; integrate the activities of a diverse program to attain common goals; gain the confidence and support of top-level administrators and advise them on a wide range of administrative matters; develop cooperative working relationships with representatives of all levels of government, the public and the Legislative and Executive branches; analyze complex problems and recommend an effective course of action; prepare and review reports; effectively promote equal opportunity in employment and maintain a work environment that is free of discrimination and harassment.

The above knowledge and abilities are expected to be obtained from broad administrative or program manager experience with substantial participation in the formulation, operation and/or evaluation of program policies.   (Experience may have been paid or volunteer, in State service, other government settings or in a private organization.)
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EXAMINATION INFORMATION

The examination process will consist of an application, resume, and Statement of Qualifications evaluation.  The Statement of Qualifications will be used to evaluate your education and experience as it relates to the “Desirable Qualifications” listed below, and may also serve as documentation of each candidate’s ability to present information clearly and concisely in writing since this is a critical factor to successful job performance.  The Statement of Qualifications may be the only basis for your final score and rank on the eligible list.
Interviews may be conducted as part of the examination process.  (Hiring interviews may be conducted with only the most qualified candidates if it is determined necessary in order to make a selection.)

All applicants will be notified of the results.  The results of this examination may be used to fill subsequent vacancies in this position within the next twelve months.  To obtain list eligibility, a passing score of 70% must be obtained.

DESIRABLE QUALIFICATIONS

In addition to evaluating each candidate’s relative ability, as demonstrated by quality and breadth of experience, the following factors will provide the basis for competitively evaluating each candidate:

· Experience managing human resources/personnel management functions.
· Experience working on human resources issues with officials from organizations such as CalHR, State Personnel Board, State Controller’s Office, State Compensation Insurance Fund, and the California Public Employees Retirement System.
· Knowledge of State legislative and administrative processes.

· Knowledge and experience in principles of organizations, customer service, and labor relations.
· Experience at the managerial level prioritizing multi-disciplinary staff workload while maintaining the flexibility to change priorities.
· Experience at gaining the confidence and support of executive level management.
· Experience at the managerial level preparing and/or presenting human resources issues to executive management and advising executive management regarding the development and implementation of policies and procedures.
· Experience that indicates previous performance has been consistent with DGS’ core values: integrity, accountability, communication, excellence, innovation and teamwork.

FILING INSTRUCTIONS

Please submit the following:

· A standard State Application (Form 678) and a resume that clearly addresses your experience and job titles, names and addresses of employers, periods of employment, and education relevant to the Minimum Qualifications listed above.  Applications are available upon request  or the Internet at: http://www.jobs.ca.gov
· A Statement of Qualifications that describes your experience, knowledge and abilities as they relate to each “Desirable Qualification” factor listed under the “Desirable Qualifications” section of this bulletin.  You must provide specific examples for each Desirable Qualification factor.  The Statement of Qualifications should not exceed three pages in length with a font no smaller than 10 pitch. 

· Applications submitted without a Statement of Qualifications will be rejected from this examination.
· Statement of Qualifications submitted without specific examples for each Desirable Qualification factor may be given a disqualifying score.
See Next Page for Document Submittal Information
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All interested applicants should submit their Application, resume and Statement of Qualifications to:

DEPARTMENT OF GENERAL SERVICES

OFFICE OF HUMAN RESOURCES, TESTING UNIT

ATTENTION:  VEVE GOODRUM
EXAMINATION:  CEA 2, Chief OHR
MAILING ADDRESS:  P.O. BOX 989052

WEST SACRAMENTO, CA 95798-9052

STREET ADDRESS:  707 THIRD STREET, 7TH FLOOR

WEST SACRAMENTO, CA  95605

(916) 376-5400
TDD 1-800-735-2929  (   Voice 1-800-735-2922

PLEASE INDICATE ON YOUR APPLICATION THE COMPLETE EXAMINATION TITLE

APPLICATIONS MUST BE POSTMARKED BY THE FINAL FILING DATE.

Release Date:  02/20/2013
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 AN OBJECTIVE OF THE STATE OF CALIFORNIA TO ACHIEVE A DRUG-FREE STATE 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, THE RULES GOVERNING CIVIL SERVICE AND THE SPECIAL TRUST PLACED IN PUBLIC SERVANTS.


