                                                                                          HANDOUT #1

DEPARTMENT OF GENERAL SERVICES
                                                                      
OFFICE OF HUMAN RESOURCES

(These expectations will be evaluated during your probationary period or annual performance review.)


PERFORMANCE EXPECTATIONS   
PERSONNEL ANALYST (Staff/Associate)
You are expected to comply with the instruction and/or timeframe of the following topics:
	TOPIC
	EXPECTATION

	Calendar
	· Update daily your Outlook calendars for meetings, absences, vacations, etc. 

· SHALL be shared with and available to, at a minimum:
· Chief, OHR

· Personnel Officer

· All Supervisors

	Constructive Intervention
	· Consult with your supervisor before you advise Program Supervisors on the next steps.

· Notify your supervisor immediately of any actions, ATO, WPV issues.

· Provide details to your supervisor so issue can be documented into log and prepare the manager supervisor review cover sheet.

· Respond back to Program Supervisor within 2-4 hours unless it is a WPV situation which requires immediate response.

· Ensure Intake Sheet is updated with any Program communication/contact.

· Ensure your package goes through the proper review process (you, your supervisor, C&P Manager, Personnel Officer, OLS).

	Drills
	Provide results of drill in time frame assigned by supervisor; your response are to be due preferably before time frame given (these are stop and drop exercises generated by upper management and/or control agencies)

	Duty statements
	Save Final duty statements at the time the RPA is being processed to the:
· OHR shared drive

· C&P Library

· Duty Statements

· Specific office folder (e.g., OPSC, OLS, etc.)

· By fiscal year (FY)

· By classification title, in the following format:

ds 306-230-6695-921 Chief Eng II RPA01040 RESD Sac 8-11-11

	Eligibility checks (initial)
	Provide information in 2 business days or less; if it takes any longer, notify program of the status and explain why it is taking longer

	Eligibility checks (final)
	Provide information the same business day; unless verification from another department is not received (notify program of the status)

	E-mails
	Respond to e-mails in 1 business day (if you don’t have an answer, return the call and provide a status

	Hire Above Minimum (HAM)
	· Review package within 1 business day, if all documentation is received; if not received, inform program of missing items, you will provide a response within 1 business day of receipt of all required documents 
· Ensure your Supervisor reviews prior to Personnel Officer’s signature

	Issue papers (mgrl., OBM, etc.)
	· Complete draft within 3 business days or less (or by deadline given by supervisor) of receipt and have reviewed by supervisor

· Complete final document within 5 business days or less of receipt and have reviewed by supervisor

· If changes are made to final and DPA must review, resubmit to supervisor within 1 business day (format is in the shared drive, C&P, C&P Procedures)


PERFORMANCE EXPECTATIONS

PERSONNEL ANALYST (Staff/Associate)

You are expected to comply with the instruction and/or timeframe of the following topics: 
	TOPIC
	EXPECTATION

	Job Opportunity Bulletin (JOB)
	Save Final JOB at the time the RPA is being processed to the:

· OHR shared drive

· C&P Library

· JOB

· Specific office folder (e.g., OPSC, OLS, etc.)

· By fiscal year (FY)

· By classification title, in the following format:

j306-230-6695-921 Chief Eng II RPA01040 RESD Sac FFD 07-18-11

	Organization Charts
	Ensure you receive and save org charts from the program by the 10th of each month 
· Review and compare charts to vacancy report before saving in shared drive (look for discrepancies and misallocations)

· Save each month to:
· shared drive
· C&P Library
· Org Charts
· Specific office folder
· By fiscal year, by month 
· Provide a hard copy to supervisor each quarter on the 10th (Jan/Apr/Jul/Oct)
· Provide a signed hard copy to supervisor by the 10th of July (DPA requirement)

	Out-of-Office
	Update voicemail and email out of office whenever you are unavailable for an extended period of time (three hours or more); you are to:
· Change your telephone message and out-of-office email message to indicate you are away and when you will return; provide your back-up name and telephone number as well as your supervisor’s name and telephone number.
Follow written call-in/backup instructions when an unexpected absence occurs; you are to:
· Call your supervisor within 30 minutes of start time or sooner, or in person if leaving work during the day (if immediate supervisor is not available, leave a message and contact another OHR supervisor, preferably in C&P)

· Call 375-4999, enter your password and follow the instructions to leave an out-of-office message; you are to leave an out-of-office email message; from your home computer by accessing outlook @ https://owa.dgs.ca.gov, you will be prompted to log in and then you can compose your email message



	Projects (pay diff, class specs, salary survey, comp pkg, etc.)
	Complete projects by deadline given by supervisor and/or control agency


PERFORMANCE EXPECTATIONS

PERSONNEL ANALYST (Staff/Associate)

You are expected to comply with the instruction and/or timeframe of the following topics:

	TOPIC
	EXPECTATION

	Reports (exceptional and misallocation allocation, TAU, T&D, etc.)
	Update these reports daily, based on the RPA; but at a minimum, twice a month, if applicable.



	Request for Personnel Action (RPA)
	· Complete RPA reviews in Submitted status within 2 business days or less to begin processing and notify program

· Post advertisement within 5 business days of receipt; if on the 5th business day the RPA is not advertised, notify the program and your supervisor of the reason for delay

	External/internal requests for info (org chart, DGS specific classes, etc.)
	Provide information requested within 1 business day; however, no more than 2 business days or contact requestor and supervisor if not possible within this timeframe

	SSA Transfer Exam
	Complete SSA Transfer package within 2 business days-includes research, forms and printouts due to the appropriate supervisor 

	Status meetings (meetings: personnel issues, RPAs, etc.)
	Meet with your programs at regular intervals:

· Meet with your assigned office PL, PS, and Cert Specialist (if applicable), at least once a month; if all parties agree if no issues that pending, the meeting may be cancelled. 
· Include your supervisor as optional in the Outlook Meeting Invitation.

	Telephone Calls
	Return calls within 1 business day (if you don’t have an answer, return the call and provide a status)

	Temporary Authorization Utilization (TAU)
	Process the TAU request within 1 business day, all documents and applications to Selections Manager

	Training (new employee, crossroads, security awareness, C&P, ABMS, PAL)
	Complete the following training as soon as possible; on-line training should be taken within the 1st week of employment.  Communicate with your supervisor regarding additional training requests.  Also complete a GS 1090 for your supervisor for all training received; attach a description of the course

· New employee orientation is located @ http://neo.dgs.ca.gov/ 

· C&P is located @ www.dpa.ca.gov on PIE

· Security Awareness is located @ http://knowledge.elementk.com/ 

· Crossroads: submit GS 1090 to supervisor

· ABMS is located @ http://abms.dgs.ca.gov/ABMSTraining/DEFAULT.htm 

· PAL is located @ http://pal.dgs.ca.gov/Training/default.htm 

	Training & Development 
	Ensure all forms is received and completed; submit to your supervisor within 1 business day of receipt for review, prior to Personnel Officer signature

	Transfer of Eligibility (TOE)
	Ensure Personnel Officer signs TOE, make copy, and give original to Transactions within 1 business day.


PERFORMANCE EXPECTATIONS

PERSONNEL ANALYST (Staff/Associate)

You are expected to comply with the instruction and/or timeframe of the following topics:

	TOPIC
	EXPECTATION

	Vacancy Report 
	Update program vacancy spreadsheet DAILY; it is imperative that the report is accurate.  
The ‘Master Vacancy Report’ will be created weekly and saved in the shared drive: C&P, Position Management, Master DGS Vacancies.  
This report goes to OFS and the information is used for DPA, and the vacancy report is also given to the Director.  

The instructions are in: S:\C & P\Position Management\1 Master Report to Exec.

	

	GENERAL EXPECTATIONS:

	· Take responsibility for your own actions

· Follow chain of command, and support management direction; accept direction from supervisors

· Focus on the work process, issue or behavior, not the person

· Build a team – not individual units

· Maintain the self-confidence and self-esteem of others

· Maintain strong partnerships with internal and external customers

· Be receptive to change

· Maintain confidentiality of sensitive personnel-related work

· Focus attention to detail and follow-through

· Take initiative and work independently on assigned tasks and responsibilities

· Work cooperatively with others and in a team environment

· Be flexible, open minded, and tactful

· Demonstrate good problem resolution skills by providing alternatives and presenting options within the parameters of the law, regulations, policies, procedures, and directives

· Observe/Respect your work schedule and daily hours

· Attend and be on time, and participate in all meetings

· Organize work and work area in a manner which facilitates other’s use and assistance

· Show respect for others’ needs in the work environment

· Exercise ethical conduct in the performance of responsibilities and duties: make integrity and honesty your trademark

· Project a professional and positive attitude

· Limit personal activities during work, being sensitive to other’s perceptions (e.g., personal phone calls, surfing the net, playing games, etc.)



	The expectations contained in this Core Performance Expectation document reflect general details as necessary to describe the principal expectations of this job.  It should not be considered an all-inclusive listing of performance expectations.
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