	
	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

8754-OHR
ANALYST’S INITIALS

DATE




	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 Personnel Analyst
	POSITION NUMBER

308-100-5142-921

	TENURE

Limited Term – 12 Months 
	TIME BASE

Full Time 
	CBID

R01

	OFFICE OF

Human Resources
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	MONTHLY SALARY

$4,400 to $5,508



	SEND APPLICATION TO:

Office of Human Resources
Personnel Operations

707 3rd Street, Suite 7-130 

West Sacramento, CA 95605
Attn: Eagen Patterson

	REPORTING LOCATION OF POSITION

707 Third Street 7th Floor, West Sacramento 95605
	

	
	SHIFT AND WORKING HOURS

Days – 8:00 am to 5:00 pm
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

Monday through Friday,  DAYS OFF:  Sat/Sun
	

	
	PUBLIC PHONE NUMBER

(916)  371-2453
	PUBLIC PHONE NUMBER


	

	
	SUPERVISED BY AND CLASS TITLE

Staff Services Manager I 
	FILE BY




	May be downgraded to Staff Services Analyst for recruitment purposes
This position is Limited Term for 12 Months, it may become permanent
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.

ESSENTIAL FUNCTIONS OVERVIEW

Under the general direction of the Manager, has responsibility for administering examinations and maintaining the online examinations and lateral transfer minimum qualifications review process for DGS Offices and client Boards and Commissions.  Independently interprets and applies a wide variety of personnel laws, rules, policies and processes in the performance of these functions.  All functions will be performed following civil service merit principles in accordance with established office procedures and policies, the California Code of Regulations, State Personnel Board (SPB) Laws, SPB Pinkies, SPB guidelines, California Department of Human Resources’ (CalHR) rules and regulations, the Selection Manual, the On-Line Examination System Users Guide, and the Federal Uniform Guidelines on Employee Selection. 

For a complete Duty Statement, please click below:
APA Duty Statement   or   SSA Duty Statement



	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 Personnel Analyst 
	POSITION NUMBER

308-100-5142-921

	RPA NUMBER

8754-OHR
	FILE BY




	DESIRABLE QUALIFICATIONS

· Experience in human resources related work

· Experience with selection and/or CalHR’s certification system.

· Experience working with control agencies, i.e., CalHR, SPB, and SCO.

· Experience in the operation of computer, Microsoft Word and Excel, laptop, projectors, phones (voice mail systems), etc.

· Ability to perform detail oriented work with demonstrated accuracy and thoroughness. 

· Ability to analyze situations and adopt an effective course of action.

· Ability to analyze and interpret laws, rules, and regulations.
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES

· Willingness to travel to other locations for examination administration.

· Frequent use of a personal computer at a workstation.
· Willingness to present training to department on examination processes/issues.
SELECTION CRITERIA

· SROA/Surplus employees are encouraged to apply and will be considered prior to other recruitment methods.

· Transfers, reinstatements, or recruitment from the employment list may be considered.  
NOTE:  All applicants must meet the minimum qualifications for the classification in order to be eligible for appointment or transfer to the position.  Your application must clearly demonstrate how your experience meets those qualifications.  To view the minimum qualifications listed in the Class Specification, click below:

APA Minimum Qualifications                      SSA Minimum Qualifications
· Consideration may be given to applicants on another department’s employment list if certain criteria are met.

· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled.
HOW TO APPLY

If interested, please submit a completed standard State application (Std. 678) 
and any other relevant documents (cover letter, resume, copy of diploma etc.) to the address listed.
Please include RPA #8754 and indicate your eligibility on your application.



