	STATE OF CALIFORNIA
DEPARTMENT OF GENERAL SERVICES

DUTY STATEMENT

GS 907T (REV. 03/05)
SHADED AREA TO REFLECT RECLASS POSITION NUMBER ONLY

	INSTRUCTIONS:  Refer to the Essential Functions Duty Statement Manual for instructions on how to complete the Duty Statement.
	RPA-

9605-OHR
	EFFECTIVE DATE:

     

	DGS OFFICE OR CLIENT AGENCY
Office of Human Resources
	POSITION NUMBER (Agency - Unit - Class - Serial)

306-271-5157-XXX

	UNIT NAME AND CITY LOCATED
Personnel Transactions – West Sacramento
	CLASS TITLE
Staff Services Analyst 

	WORKING DAYS AND WORKING HOURS

 FORMDROPDOWN 
 through  FORMDROPDOWN 
      8  FORMDROPDOWN 
 to 5  FORMDROPDOWN 

	SPECIFIC LOCATION ASSIGNED TO

West Sacramento


	PROPOSED INCUMBENT (If known)
     
	CURRENT POSITION NUMBER (Agency - Unit - Class - Serial)
306-271-1317-019

	YOU ARE A VALUED MEMBER OF THE DEPARTMENT’S TEAM.  YOU ARE EXPECTED TO WORK COOPERATIVELY WITH TEAM MEMBERS AND OTHERS TO ENABLE THE DEPARTMENT TO PROVIDE THE HIGHEST LEVEL OF SERVICE POSSIBLE.  YOUR CREATIVITY AND PRODUCTIVITY ARE ENCOURAGED.  YOUR EFFORTS TO TREAT OTHERS FAIRLY, HONESTLY AND WITH RESPECT ARE IMPORTANT TO EVERYONE WHO WORKS WITH YOU.


	BRIEFLY  DESCRIBE THE POSITION’S ORGANIZATIONAL SETTING AND MAJOR FUNCTIONS
Under the supervision of the Personnel Transactions Staff Services Manager II the incumbent is responsible for Position Management and will act as liaison with Budget Office and SCO.  The incumbent will promote and be accountable for customer satisfaction and quality service and will initiate or recommend changes that promote innovative solutions to meet customer needs.



	% of time performing duties
	Indicate the duties and responsibilities assigned to the position and the percentage of time spent on each.  Group related tasks under the same percentage with the highest percentage first.  (Use additional sheet if necessary)


	40%

	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.

All work to be accomplished in accordance with civil service laws and rules utilizing the California Code of Regulations, Personnel Management Policy and Procedures Manual (PMPPM), Personnel Action Manual (PAM), Benefits Administration Manual (BAM), Personnel Management Liaison Memos (PMLs), CalHR Pay Letters and State Personnel Board (SPB) Pinkies, Personnel Transactions Operations Manual (PTOP), the Payroll Procedures Manual (PPM), Personnel Operations Manual (POM) and issued Human Resources Memorandum. 

ESSENTIAL FUNCTIONS

Independently responsible for maintaining the position records for DGS and client agencies in order to accurately track positions, monitor vacancies and reconcile positions.  Incumbent will:
· Establish and abolish positions as instructed by OHR Form 25 received from Budget Office or Contract Fiscal Services Office.

· Review and document all position changes by preparing and processing Std. 607s.
· Reconcile Activity Based Management System (ABMS) positions with SCO position listings to ensure positions are accurately reflected.



	SUPERVISOR’S STATEMENT:  I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE

	SUPERVISOR’S NAME (Print)

     
	SUPERVISOR’S SIGNATURE

	DATE

     

	EMPLOYEE’S STATEMENT:  I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE RECEIVED A 
COPY OF THE DUTY STATEMENT

	The statements contained in this duty statement reflect general details as necessary to describe the principal functions of this job.  It should not be considered an all-inclusive listing of work requirements.  Individuals may perform other duties as assigned, including work in other functional areas to cover absence of relief, to equalize peak work periods or otherwise balance the workload.

	EMPLOYEE’S NAME (Print)

     
	EMPLOYEE’S SIGNATURE

	DATE

     


	STATE OF CALIFORNIA
DEPARTMENT OF GENERAL SERVICES

DUTY STATEMENT

GS 907T (REV. 03/05)
RPA- 

	% of time performing duties
	Indicate the duties and responsibilities assigned to the position and the percentage of time spent on each.  Group related tasks under the same percentage with the highest percentage first.  (Use additional sheet if necessary)

	35%

20%
5%


	ESSENTIAL FUNCTIONS (Continued)

· Research and reconcile the Periodic Position Control Report from SCO.  Work with SCO to correct positions that have been over expended by processing needed payroll documents or providing copies of such documents to SCO.

· Provide critical information to the DGS Budget Office in order to ensure proper accounting of payroll and positions each fiscal year for DGS Offices and client agencies.
· Work with SCO to resolve position discrepancies, by researching issues that arise, analyzing findings to determine cause, determine what corrective actions are necessary and make corrections as needed or contact responsible party for resolution.
· Create reports as requested for budget drills or at management request.
· Work closely with the Budget Office to research, analyze, and prepare Schedule 8 reconciliation.
Independently track DGS position vacancies and provide up-to-date reports to the Chief of Human Resources, Executive Management, Budget Office and DGS program managers.  Duties include:

· Monitor vacancies to ensure positions are not lost to Section 41 ramifications by utilizing the vacancy reports from SCO and ABMS; researching current status of position; and providing information to DGS Offices and client agencies.

· Reconcile lost position report from SCO; research positions listed; and provide documentation packages to SCO for re-establishment of lost positions.
· Maintain the Monthly Position Report to ensure current and accurate position/vacancy information at all times by monitoring ABMS alerts.
· Review and process all RPA’s generated by the ABMS to determine the effect on DGS positions and update Monthly Position Report as needed.
· Monitor all separations to determine if temporary or permanent.
· Reconcile the Monthly Position Report with DGS Budget Office reports to ensure accuracy.
· Create and maintain spreadsheets with meaningful vacancy information for OHR management, DGS managers, DGS Personnel Liaisons and Executive staff as requested or needed for control agency and Budget Office drills, hiring freeze, layoff situations, etc. and for the monitoring of program positions.
In order to provide excellent customer service to programs in relation to their position/vacancy needs:
· Independently assist OHR and program staff with all matters relating to positions such as tracking of positions and vacancies and understanding the importance of tracking positions and vacancies.  
· Identify position/vacancy training needs, develop training, curriculum, helpful tools and provide training.
· Create DGS position and vacancy desk manuals. 
· Assist programs with the creation of position/vacancy tracking spreadsheets customized for their needs.
MARGINALFUNCTIONS
· Assist Personnel Transactions Office with processing transactions when necessary.
· DESIRABLE QUALIFICATIONS

· Demonstrated ability to maintain a positive attitude, be open-minded and possess flexibility and tact.

· Demonstrated ability to maintain composure and communicate effectively when differences of opinions are expressed.

· Demonstrated ability to work in a team environment or independently.

· Demonstrated experience in providing quality customer service.

· Experience in analyzing and interpreting laws, rules, and regulations.

· Demonstrated ability to maintain confidentiality of sensitive personnel related work.

· Experience in human resources related work.

· Experience working with Position Control and Vacant positions.

· Experience analyzing situations and adopting an effective course of action.
· Experience working with the automated Activity Based Management System (ABMS).

· Experience working with control agencies:  SPB, CalHR, SCO, CalPERS, DOF.
· Excellent organizational skills.

· Demonstrated ability to focus attention to detail and follow-through.

· Excellent oral and written communication skills.

· Receive and follow verbal/written direction from supervisors.

WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES

Ability to perform efficiently and effectively under deadlines and pressure

Business dress in accordance to office environment




