CEA 1, ACQUISITIONS BRANCH MANAGER
PROCUREMENT DIVISION

JOB ANALYSIS

	FREQUENCY

How often is this duty performed?
	
	IMPORTANCE

How important to the job is it that the duty is performed properly?
	
	CONSEQUENCE OF ERROR

How damaging is it if the duty is carried out improperly?

	0 = Not Performed
	
	0 = Not important
	
	1 = Not Damaging

	1 = Rarely
	
	1 = Important
	
	2 = Medium

	2 = Occasionally
	
	2 = Crucial
	
	3 = Damaging

	3 = Frequently
	
	
	
	


TASK LIST

	TASK
	FREQUENCY
	IMPORTANCE
	CONSEQUENCE OF ERROR

	
	
	
	

	1.
Responsible for developing and implementing new and improved contracting and purchasing strategies (leveraged purchasing) for goods and information technology (IT) goods and services for the State of California resulting in saving the State millions of dollars.
	
	
	

	2. Responsible for guiding and directing the State in developing and implementing an agenda to reduce contracting and procurement costs.
	
	
	

	3. Responsible for renovating the State’s purchasing capabilities by modernizing State government’s purchasing practices through the use of strategic sourcing tools and the re-engineering of current purchasing processes.
	
	
	

	4. Oversee a budget in excess of $20 million.
	
	
	


	TASK
	FREQUENCY
	IMPORTANCE
	CONSEQUENCE OF ERROR

	
	
	
	

	5. Develop statewide policy establishing policies and procedures for procurement projects, including the policies and procedures governing the acquisition of goods and IT goods and services.
	
	
	

	6. Develop statewide policy establishing standards for the collection and reporting of data to assess avenues of opportunity for leveraged purchasing.
	
	
	

	7. Develop statewide policy establishing authority levels for strategically sourced contracts.
	
	
	

	8. Develop statewide policy instituting rules and practices engaged in the procurement and usage of strategically sourced contracts.
	
	
	

	9. Develop statewide policy identifying products, goods and services to be acquired through leveraged purchasing strategic sourcing contracts.
	
	
	

	10. Manage a staff of State personnel and any consultants that may be hired as necessary for State procurement projects.
	
	
	

	11. Act as a Procurement Team Leader responsible for briefing the Governor’s Office, State and Consumer Services Agency Secretary and Undersecretary, DGS Director, DGS Chief Deputy Director, Deputy Director, PD, Assistant Deputy Director, PD, Department of Finance and the Legislature on the progress of procurement modernization and strategic sourcing activities.
	
	
	

	12. Confer with and advise State agencies and departments on State procurement policies.
	
	
	

	13. Establish and maintain cooperative relationships with other State agencies and departments, local governmental agencies, and supplier networks.
	
	
	

	14. Represent the Deputy Director or the Department at meetings, conferences, and public affairs.
	
	
	


	TASK
	FREQUENCY
	IMPORTANCE
	CONSEQUENCE OF ERROR

	
	
	
	

	15. Attend and provide testimony for legislative hearings regarding procurement issues.
	
	
	

	16. Prepare technical articles relating to procurement for publication; prepare correspondence and reports.
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