CEA 3, BRANCH CHIEF 

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

	
	
	
	

	Develops the State of California Procurement policies and procedures impacting all state agencies and departments, including policies as a result of the implementation of procurement reform under the general direction of the Chief Procurment Officer, Deputy Director of the Procurement Division. 
	3
	2
	3

	Collaborates with consulting firm in the examination analysis of Procurement Division’s policy, the identification of overlaps, duplication and inefficiencies, and recommendation of policy improvement under the general direction of the Chief Procurment Officer, Deputy Director of the Procurement Division.
	2
	1
	1

	Sets statewide procurement policy including competition, solicitation methods, awards criteria, terms and conditions, bid protest resolution, contract management, policy regarding supplier performance, including responsibility, debarment and suspension under the general direction of the Chief Procurment Officer, Deputy Director of the Procurement Division.

	3
	2
	3
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	Sets policy and manages the State of California’s California Procurement and Contracting Academy (CAL-PCA) Training Program that governs the requirements for state agency personnel to be training and certified in procurement and contracting. The CAL-PCA is a statewide comprehensive training and certification program impacting all state employees involved in the state procurement and contacting processes under the general direction of the Chief Procurment Officer, Deputy Director of the Procurement Division.
	3
	1
	2

	Sets policy and manages the Procurement Legislation Section. Directs the development, analysis, evaluation, and implementation of legislative initiatives, policies, procedures, and legislation affecting the State of California’s Procurment Division’s statewide program. Proactively proposes, sponsors, and supports legislative changes to improve business processes. Acts as legislative Contract Coordinator and has frequent contact with members of the Legislature on legislative initiatives under the general direction of the Chief Procurment Officer, Deputy Director of the Procurement Division.

	2
	2
	2

	Sets policy and manages the Purchasing Authority Management Section. Sets policy governing the delegated procurements, standards for compliance reviews, and signature authority; and policy governing the purchasing authority delegated to state agencies by DGS under the general direction of the Chief Procurment Officer, Deputy Director of the Procurement Division.

	3
	2
	3
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	Develops and implement the Procurement Division’s business plan and promotes the organization goals and objectives of the Procurement Division under the general direction of the Chief Procurment Officer, Deputy Director of the Procurement Division.

	2
	1
	2

	Represents the Deputy Director or the Department at hearings and legislative committee meetings, other state and government forums, conferences, and public affairs.  Meets with DGS department executives; corporate/industry executives; the Governor’s Office, State and Consumer Services Agency and other cabinet level officers, members of the Legislature; Department of Finance, the State Controller’s Office; government agencies, community groups and organizations; local and national public purchasing organizations; and the legal community regarding legislative initiatives, decision-making and policy development on politically sensitive issues; assessment of industry capabilities, trends, and best practices; and negotiation and resolution of business contract performance under the general direction of the Chief Procurment Officer, Deputy Director of the Procurement Division.

	2
	2
	2


CEA 3, BRANCH CHIEF
Procurement Division
KNOWLEDGE, SKILLS & ABILITIES (KSAs)
	IMPORTANCE
	
	NEED DAY 1

	0 = Not related to satisfactory job performance
	
	Y = Yes

	1 = Helpful or Desirable to satisfactory job performance
	
	N = No

	2 = Important to satisfactory job performance
	
	

	3 = Essential to satisfactory job performance
	
	


	KNOWLEDGE OF
	IMPORTANCE
	NEED DAY 1

	1. Knowledge of the organization and functions of California State government including the organization and practices of the Legislature and the Executive Branch.
	3
	Y

	2. Knowledge of principles, practices, and trends of public administration, organization, and management.
	2
	Y

	3. Knowledge of techniques of organizing and motivating groups
	3
	Y

	4. Knowledge of program development and evaluation
	2
	Y

	5. Knowledge of the methods of administrative problem solving; principles and practices of policy formulation and development
	2
	Y

	6. Knowledge of personnel management
	3
	Y

	7. Knowledge of the manager’s role in labor relations.
	1
	N

	8. Knowledge of the manager’s responsibility for promoting equal opportunity in hiring and employee development and promotion
	1
	Y
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	9. Knowledge of maintaining a work environment which is free of discrimination and harassment
	2
	Y

	10. Knowledge of he goals and policies of the administration
	2
	N

	11. Knowledge of the processes available to meet the equal employment opportunity program objectives
	2
	N

	12. Knowledge of the application of total quality principles and strategic planning.
	1
	N
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	IMPORTANCE
	NEED DAY 1

	1. Ability to plan, organize, and direct the work of multidisciplinary professional and administrative staff.
	2
	Y

	2. Ability to analyze administrative policies, organization, procedures and practices.
	2
	Y

	3. Ability to integrate the activities of a diverse program to attain common goals
	2
	Y

	4. Ability to gain the confidence and support of top-level administrators and advise them on a wide range of administrative matters
	2
	Y

	5. Ability to develop cooperative working relationships with representatives of all levels of government, interest groups, the public, the Legislative and Executive branches.
	2
	Y

	6. Ability to make presentations.
	2
	Y
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	ABILITY TO
	IMPORTANCE
	NEED DAY 1

	7. Ability to respond to criticism with tact.
	2
	Y

	8. Ability to write clear responses to legislative, public and media inquiries
	3
	Y

	9. Ability to provide the media with accurate and clear information
	2
	Y

	10. Ability to exercise sound professional judgment in a potentially political environment
	3
	Y

	11. Ability to prepare and review reports.
	2
	Y


1

