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	EMPLOYMENT
       OPPORTUNITY
	1.  RPA #
8563 -PMDB
ANALYST’S INITIALS
DWM
DATE
5/30/2014



	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 GOVERNMENTAL PROGRAM ANALYST
	POSITION NUMBER
[bookmark: Text83][bookmark: Text20]719-412-5393-002
	TENURE
Permanent
	TIME BASE
[bookmark: Dropdown4][bookmark: Text24]      
	CBID
R01

	OFFICE OF
[bookmark: Text88]Real Estate Services Division
	LOCATION OF POSITION (CITY or COUNTY)
[bookmark: Text71]West Sacramento: Yolo County
	 SALARY


A:$4,400-$5,508




	SEND APPLICATION TO:
Personnel Liaison
[bookmark: Text86]707 Third Street, 5th Floor 
West Sacramento, CA 95605
[bookmark: Text35]     
[bookmark: Text32]Attn:  Jody Zonneveld
	REPORTING LOCATION OF POSITION
[bookmark: Text81]707 Third Street West Sacramento 
	

	
	SHIFT AND WORKING HOURS
 - 8:00 am- 5:00 pm
	

	
	WORKING DAYS, SCHEDULED DAYS OFF
[bookmark: Text78][bookmark: Text79][bookmark: Text80]MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER
(916)  376-1860
	PUBLIC PHONE NUMBER
(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE
Faizi Pourhosseini, Chief PMDB
	FILE BY
6/6/2014



	
PLEASE REFERENCE RPA 8563 AND THE BASIS OF YOUR ELIGIBILITY ON THE APPLICATION
<br>
All work is accomplished in accordance with applicable State and Federal statutes and regulations; Executive and Administrative Orders; Management Memos; RESD Bulletins; the State Administrative Manual, the DGS Departmental Manual, the DGS and RESD Strategic Plan, policies, procedures and guidelines issued by other state agencies with applicable oversight responsibilities, utilizing the Microsoft suite of office products, DGS’ Oracle-based ABMS modules and other technology and non-technology related work tools. < <br>
<br>
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.  <br> <br>

This position is designated under the Conflict of Interest Code.  The position is responsible for making, or participating in the making, of governmental decisions that may potentially have a material effect on personal financial interests.  The appointee is required to complete a Form 700 within 30 days of appointment.  Failure to comply with the Conflict of Interest Code requirements may void the appointment.   <br>

<br>
 
GENERAL SELECTION CRITERIA <<br>
1. SROA/Surplus employees are encouraged to apply and will be considered prior to other recruitment methods.<br>
1. Transfers, reinstatements, or recruitment from the employment list may be considered.  Consideration may be given to applicants who are on a DGS employment list or on another department’s employment list.  Transfer of list eligibility must meet the criteria to transfer the eligibility from the other department’s employment list to DGS’ employment list.   <br>
1. Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. <br >






	
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 Governmental Program 
Analyst
	POSITION NUMBER
719-202-5393-002
	RPA NUMBER
8563 PMDB 
	FILE BY
	6/6/2014

	< 
ESSENTIAL FUNCTIONS         <br>
<br>
In order to provide complex technical and analytical support and to complete various sensitive and/or confidential assignments for the PMDB Chief or designee in accordance with PMDB policies  and procedures:  <br>
· Analyzes all assignments submitted from PMDB Sections for thoroughness, accuracy and consistency with RESD’s mission and the department’s priorities .   <br>
· and identifies a course of action required, and if action is required with concurrence of the Chief, assigns the item(s) to the appropriate Section Chief for action.  <br>
      Prepares PowerPoint presentations or written reports for presentation at the Branch level for various PMDB projects including leasing and planning, architecture and engineering, environmental planning and real estate transactions.
· Presents solutions and recommendations verbally or in writing to the Branch Chief or designee for newly issued Management Memos affecting PMDB.  <br>
· Prepare Project Status Reports for various client projects by analyzing various data and reports regarding project scope, schedule and budget, utilizing Microsoft Access and/or ABMS.   <br>
· Conducts research and analyses on a variety of issues, including but not limited to: Business operations, program, and client services, by collecting and analyzing pertinent data from various sources, such as ABMS, SPI, and other DGS management information systems, Internet and Intranet, program and technical staff and other resources independently and prepares reports, correspondence, issue papers, briefings and other documents based on data analysis from documented studies and other information sources relating to project and construction management.    
· Analyzes and prepares response to requests for information from the Governor’s Office, Legislature, and other government entities for PMDB Chief’s signature.  <br>
· Analyzes and evaluates BCPs and other financial documents as necessary and as directed by management and prepares findings and recommendations.   <br>
<br>
In order to support Branch Chief, Section Chiefs, Unit Managers and Supervisors in branch policy development, revision, and maintenance in accordance with the departmental guidelines:  <br>
· Reviews, analyzes and develops revisions to State Administrative Manual, Management Memos, legislation, and other external policy changes for impact on program activities by using the working knowledge of the branch programs.   <br>
· Reviews existing RESD and PMDB policies and procedures and identify program alternatives to update and/or streamline the project delivery processes and presents alternatives to management.  <br>
· Prepares reports and proposals for managements’ consideration and approval relating to project delivery methodology and real estate transactions.  <br>
<br>
In order to assist PMDB management in implementing activities required by the Division or the Department’s Strategic Plan: 
· Participates in preparation of the Branch Action Plan to implement the Division Strategic Plan. by attending meetings, gathering and analyzing the data and composing the documentation.  <br>
· Analyzes the strategic plan and determines the appropriate  allocation  of resources, priorities, budget, and policy and prepares.   <br>
· Recommendations for implantation plan based the findings for PMDB management.  <br>
                     <br>                                  
In order to develop legislative  bill analyses affecting PMDB:  <br>
· Conducts extensive research on existing law, legislative and program history.  <br>
·  Analyzes the legal, policy, operational, and fiscal implications of legislation, both independently and in collaboration with subject-matter experts in PMDB programs.  <br>
· Writes completed bill analyses that clearly and effectively explain the relevant issues and recommends appropriate actions.  <br>
· Identifies policy and operational issues of potential legislative concern, consults and advises relevant decision makers and provides specific recommendations as appropriate.  <br>

<br>










In order to assist the managers and supervisors in all budget assignments pertaining to the PMDB in accordance with RESD policy and procedures and under the direction of the PMDB Chief the incumbent:   <br>
· Analyzes statistical manpower schedules to determine funding impact on PMDB sections and to provide fiscal information and assistance to PMDB management utilizing the ABMS, Microsoft Word and Excel.    <br>
· Recommends solutions for recovering revenue in order to maintain expenditures within budget using the monthly management report in accordance with the Cost Recovery Plan.   <br>
· Resolves any discrepancies regarding the budget in order to provide the most accurate data available by conferring with the Section Chiefs and Fiscal.   <br>
· Prepares draft justifications and back-up data for Budget Change Proposals and Provisional Requests pertaining to the Professional Services Branch by utilizing input and coordinating changes with PMDB supervisors and the DGS Budget Office.  <br>
<br>
MARGINAL FUNCTIONS    <br>
Performs analytical duties on projects as may be assigned, including special projects for the Branch Chief and other members of the DGS Management Team.
Facilitate meetings and events with PMDB Management. Participate in PMDB stakeholder meetings and other public forums.
<br>  <br>
KNOWLEDGE, SKILLS AND ABILITIES   <br>
Knowledge of: Principles, practices, and trends of public and business administration, management, and supportive staff services such as budgeting, personnel, and management analysis; governmental functions and organization.  <br>
 <br>
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.  <br>
 <br>
DESIRABLE QUALIFICATIONS   <br>
· Extensive knowledge of Microsoft Outlook, Excel, Word, PowerPoint and Access.  <br>
· Knowledge of Oracle applications, particularly ABMS and PAL.   <br>
· Knowledge of the Matrix Team concepts and charter team process.  <br>
· Knowledge of the DGS administrative policies and procedures. <br>
· Demonstrated reliability in attendance, project completion, and organization. <br>
· Demonstrated ability to exercise a high degree of initiative, independence and originality in performing assigned tasks.
<br>
SPECIAL PERSONAL REQUIREMENTS  <br>
· Demonstrated ability to act independently, open-mindedness, flexibility and tact.  <br>
· Present self professionally.  <br>
<br>
INTERPERSONAL SKILLS  <br>
· Strong verbal and written communication skills, excellent telephone skills, and desire to be courteous and helpful. <br>
· Act independently and work well as a team member.  <br>
 <br> 
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES  <br>
· Appropriate attire for professional office environment.  <br>
· Effectively handle stress, multiple tasks, changing priorities, and tight deadlines calmly and efficiently.  <br>
· Function effectively in an automated environment.  <br>
· Daily use of a PC and related software applications at a workstation.  <br>
· Willingness to work overtime as needed.  <br>
· Ability to track work closely.  <br>
· Consistently exercise good judgment.  <br>
· Ability to establish and maintain a positive and professional attitude when dealing with people.  <br>
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