STATE OF CALIFORNIA
DEPARTMENT OF GENERAL SERVICES

DUTY STATEMENT

GS 907T (REV. 08/01)


SHADED AREA FOR HUMAN RESOURCES ONLY

	INSTRUCTIONS:  Refer to the Payroll and Personnel Procedures Manual (PPPM) for Duty Statement Instructions.
	RPA-


	EFFECTIVE DATE:



	1.  DGS OFFICE OR CLIENT AGENCY


	POSITION NUMBER (Agency - Unit - Class - Serial)

   -   -    -   

	2.  UNIT NAME AND CITY LOCATED
 - Sacramento
	3.  CLASS TITLE

Staff Services Analyst

	4.  WORKING HOURS/SCHEDULE TO BE WORKED


8:00  FORMDROPDOWN 
 to 5:00  FORMDROPDOWN 

	5.  SPECIFIC LOCATION ASSIGNED TO


707 Third Street, West Sacramento


	6.  PROPOSED INCUMBENT (If known)


	7.  CURRENT POSITION NUMBER (Agency - Unit - Class - Serial)




	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.

	8.  BRIEFLY (1 or 2 sentences) DESCRIBE THE POSITION’S ORGANIZATIONAL SETTING AND MAJOR FUNCTIONS
Under the supervision of the Fiscal and Project Manager (Staff Services Manager I) the incumbent independently performs the less complex project coordination and budgetary duties as follows:



	9.  Percentage of time


performing duties
	10.
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)


	25%

25%


	To ensure the proper policies and procedures are being followed, the following work will be performed in accordance with the principles and guidelines of the DGS and SAM Manuals, the Department of Finance Budget Letters and the Governor’s Executive Orders, the RESD and BPM strategic plans, the guidance of the BPM headquarters office/staff, and DGS’s OFS and OHR.

ESSENTIAL FUNCTIONS

In order to monitor Special Repair, Tenant Improvement, and Capital Outlay Projects according to published guidelines:

· Assists project manager in allocating project funds using Special Repair budget documents and ABMS.

· Monitors, tracks and coordinates all phases of projects including new start, fund transfers, use of project funds and schedules, establishment of construction completion dates, and project closure process using ABMS, MAXIMO and Microsoft Excel source documents.

· Analyzes contract funds, approving contract for payment using ABMS, MAXIMO, and Microsoft Office Software.  

· Analyzes project over-expenditures and scheduling delays using ABMS, MAXIMO and Microsoft Office Software and proposes solutions verbally or in writing to the Fiscal & Project Manager or Branch Chief.
In order to monitor project records according to published guidelines:
· Prepares Memorandum of Agreement, augmentation, confirmation of requests or changes, transmittal letters, and funding transfer requests using ABMS Project Data and Microsoft Office Software.

· Assists BPM Management Units in completing all necessary documents for contract preparation including reviewing contracts’ scope of work. 

· Assists project managers in identifying necessary funding for BPM projects by reviewing summary project status reports.


	11.  
SUPERVISOR’S STATEMENT:  I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE


	SUPERVISOR’S NAME (Print)

     
	SUPERVISOR’S SIGNATURE

	DATE

     


	12.
EMPLOYEE’S STATEMENT:
I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE RECEIVED A 


COPY OF THE DUTY STATEMENT


	EMPLOYEE’S NAME (Print)

     
	EMPLOYEE’S SIGNATURE

	DATE

     


STATE OF CALIFORNIA
DEPARTMENT OF GENERAL SERVICES

DUTY STATEMENT

GS 907T (REV. 08/01)

	9.  Percentage of time


performing duties
	10.
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)



	Completes funds transfer document in order to obtain funds for Special Repair, Tenant Improvement or Capital Outlay Projects using Microsoft Office Software and completed budget request forms.


	


STATE OF CALIFORNIA
DEPARTMENT OF GENERAL SERVICES

DUTY STATEMENT

GS 907T (REV. 08/01)

	9.  Percentage of time


performing duties
	10.
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)


	
	KNOWLEDGE AND ABILITIES

Knowledge of:  Principles, practices and trends of public and business administration, management and supportive staff services such as budgeting, personnel, and management analysis; and government functions and organization; methods and techniques of effective conference leadership.
Ability to:  Reason logically and creatively and utilize a variety of analytical techniques to resolve complex governmental and managerial problems; develop and evaluate alternatives; analyze data and present ideas and information effectively both orally and in writing; consult with and advise administrators or other interested parties on a wide variety of subject-matter areas; gain and maintain the confidence and cooperation of those contacted during the course of work; coordinate
the work of others, act as a team or conference leader; and appear before legislative and other committees.

DESIRABLE QUALIFICATIONS

SPECIAL PERSONAL CHARACTERISTICS 
· A demonstrated interest in assuming increasing responsibility

· Mature judgment, loyalty and discretion
· Ability to learn or demonstrated knowledge of Microsoft Applications such as Microsoft Project, ABMS General Ledger and other ABMS Modules
· Ability to work closely with Project and Building Managers in reporting project funding
· Ability to work closely with DGS Accounting in tracking funding
· Ability to track project costs and report to management as needed
ADDITIONAL QUALIFICATIONS 

· Ability to organize, set priorities, and work independently with minimum of supervision.

· A working knowledge of spreadsheets and relational databases

· Knowledge of Project Accounting Principals and Practices

· Knowledge of ABMS Projects Module

· Knowledge of Capital Outlay and Special Repair Project Budgeting
· At least six months in the use of Microsoft Applications such as Microsoft Word, Excel and Access.
· One year of experience utilizing a variety of analytical techniques to resolve complex governmental and managerial problems.

· One year of experience developing and evaluating alternatives to issues and/or problems.

· One year of experience analyzing data and presenting ideas and information effectively both orally and in writing 


STATE OF CALIFORNIA
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	9.  Percentage of time


performing duties
	10.
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)


	
	INTERPERSONAL SKILLS 

· Demonstrated ability to work well with a team

· Receive and follow direction from supervisors

WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES 

· Requires ability to effectively handle stress and meet deadlines.
· Communications skills, both oral and written. 

· Maintain required job schedule

· Focus attention on details and follow work procedures  


