	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-

007198- OHR
	EFFECTIVE DATE:

     

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

306-271-5157-042

	UNIT NAME AND CITY LOCATED
Admin - Sacramento
	CLASS TITLE
Staff Services Analyst  

	WORKING DAYS AND WORKING HOURS

 FORMDROPDOWN 
 through  FORMDROPDOWN 
      8:00  FORMDROPDOWN 
 to 5:00  FORMDROPDOWN 

	SPECIFIC LOCATION ASSIGNED TO

Sacramento


	PROPOSED INCUMBENT (If known)
     
	CURRENT POSITION NUMBER (Agency - Unit - Class - Serial)
306-271-5157-042

	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.


	Under the supervision of the Chief of Office of Human Resources (OHR), the Staff Services Analyst will promote and be accountable for customer satisfcation and quality service, and will initiate or recommend changes that promote innovative solutions to meet customer needs. The incumbent independently performs various staff services functions at the journey level, both administrative and analytical.


	% 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%
	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.

In accordance with laws, rules, provisions and/or policies of the Collective Bargaining Agreements, Government Code, State Personnel Board (SPB), CalHR, State Controller’s Office (Leave Act (FMLA), Fair Labor Standards Act (FLSA), State Administrative Manual (SAM), State Contracting Manual, Personnel Management Liaison Memos (PML’s) and Human Resource Memorandum (HR Memo’s)
ESSENTIAL FUNCTIONS

In order to assist the Office Chief on the budget and accounting for the OHR the incumbent will, on a weekly basis, unless otherwise indicated:
· Maintains ongoing communication with Office Fiscal Services (OFS) Budget analyst via email and telephone regarding quarterly Budget revisions as needed
· Develops Budget Change Proposals.
· Researches and analyzes OHR invoices and ensures budget expenditures are appropriate.
· Determines and enters appropriate cost center and expense codes by using DGS Invoice Manual and submits to Office Fiscal Services for processing.
· Develops and maintains an invoice and payment tracking system.

· Review and approve all supply invoices.
· Reviews and matches all Cal-Card purchase statements by comparing to Invoices from US Bank on a monthly basis and verifies completion, attachment of appropriate documentation and compliance with Cal-Card Manual.
· Verifies all vendor invoices by accessing Financial Inquiry & Reports in ABMS to determine vendor eligibility.



	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- 007198-OHR

	30%

25%

10%


	· Inputs, maintains and updates Small Business spreadsheet by using Excel on a monthly basis unless otherwise indicated. 
· Completes GS-16 (Vendor Check Request) in the excel spreadsheet.  Sends GS-16 to Office of Fiscal Services for payment.

· Research, compile information and prepare various annual/bi-annual/quarterly reports and projects, such as: State Agency Buy Recycled Campaign (SABRC) State Annual Report (SAR), Small Business, Micro Business and Disabled Veteran Business Enterprise Annual Contracting Activity reports, Small Business/DVBE Off-ramp quarterly report and Business Services Office Acquisitions Report.
In order to ensure that OHR staff is provided with the adequate resources to perform their duties, the incumbent will provide business services, as follows:

· Prepares requests for additional telephone lines, voice mail needs and malfunctions via email to BSO.
· Updates the office directory listing in the State Telephone Directory (STD), using STD’s automated program via the internet.
· Coordinates purchases with Communication vendors for cell phones via telephone.
· Maintain an updated OHR floor plan.
· Acts as a liaison with the Business Services Office (BSO) and Building Management to resolve issues relating to space, heating, cooling concerns, repairs, alterations, hazardous conditions, janitorial services, phone services, etc., through the use of effective verbal and written communication.
· Review and analyze requests to purchase equipment, supplies, software, furniture, and service contracts ensuring that all requests comply with relevant rules.
· Coordinates office moves and re-configurations of assigned space with RESD.
· Process Telephone Requisition for Service (TRS) forms for all cubicle moves/changes and telephone number moves/changes.
· Contact vendors to coordinate office machine repairs and maintain a detailed log of all repairs.

· Keep internal phone lists updated.

· Directory Listing Coordinator – update online Yellow/White Pages.

· ITAP Coordinator – IT supply orders.
· Review, maintain and track OHR software compliance and perform annual software compliance review with Enterprise Technology Solutions.

· Maintain a detailed log of all software programs installed on OHR PC’s.
· Process IT Surplus.

· Process BSO Surplus.
· Process checks that come in to OHR, to be paid to OHR.
· Maintain, complete and process Delegations of Authority for OHR employees.
· Pick up checks for OHR employees when called.
· Maintain Blue Card inventory.

In order to facilitate personnel actions, in accordance with Office of Human Resources policy (OHR), Department of Personnel Administration and State Personnel Board laws and rules.

· Maintains OHRs organization charts as needed by using Visio.

· Collects and disseminates quarterly and yearly departmental organization charts.
· Position management – works with Personnel Transactions Unit (PTU) and Classification and Pay Analyst (C & P) to resolve position management issues. Tracks positions using ABMS and alerts PTU to any discrepancies.
· Initiates all OHR office requests for Personnel Action, including Essential Function duty statements, organization charts, position justification and Job Opportunity Bulletins (JOB) using word templates
· Receive applications for all OHR jobs; work with Exam Unit to have applications verified for meeting minimum qualifications and Classification and Pay Unit for verifying final eligibility as requested by hiring manager.

· Approve/disapprove and keep a log of all HR Security Profile Request (HR-1-T) forms.

· In order to assist OHR Chief with projects, the incumbent will:

· Create MIRS reports and other reports/spreadsheets as requested by management.

· Conducts special analytical studies and projects independently as requested by the Chief of OHR and the Personnel Officer.  

· Perform research, gather information and materials, analyze information and prepare documents such as issue papers.

· Update and maintain OHR website.

DESIRABLE QUALIFICATIONS

· Excellent verbal and written communication skills
· Excellent attendance
· Excellent organizational skills to manage and maintain follow-up systems

· Computer application skills including Microsoft Word processing and Excel spreadsheets.

· Knowledge of State Administrative Processes

· Excellent customer services skills

INTERPERSONAL SKILLS

· Respond to customers with tact and diplomacy

· Maintain a customer focused approach

· Use good judgment and problem solve with independent action

· Prioritize and respond to urgent matters quickly and decisively

WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES

· Organize and structure work for effective performance and goal attainment

· Modify plans or adjust priorities given changing goals and conditions

· Understand written and verbal communication

· Telephone usage is extensive

· Use of fax, copiers and general office equipment

· Office environment, business dress

· Effectively handle stress and deadlines in a fast paced environment




