
SPECIAL REQUIREMENTS OF POSITION (CHECK ALL THAT APPLY):

� Designated under Conflict of Interest Code.

� Duties require participation in the DMV Pull Notice Program.

� Requires repetitive movement of heavy objects.

� Performs other duties requiring high physical demand.  (Explain below)

� None

� Other (Explain below)

STATE OF CALIFORNIA - HEALTH AND HUMAN SERVICES AGENCY                                                                                                                      CALIFORNIA DEPARTMENT OF SOCIAL SERVICES

State of California - Department of Social Services
DUTY STATEMENT
EMPLOYEE NAME:

CLASSIFICATION:

DIVISION/BRANCH/REGION:  (UNDERLINE ALL THAT APPLY) BUREAU/SECTION/UNIT:  (UNDERLINE ALL THAT APPLY)

SUPERVISOR’S NAME: SUPERVISOR’S CLASS:

POSITION NUMBER:

I certify that this duty statement  represents an accurate
description of the essential functions of this position.

I have read this duty statement and agree that it represents the
duties I am assigned.

SUPERVISOR’S SIGNATURE DATE EMPLOYEE’S SIGNATURE DATE

SUPERVISION EXERCISED (Check one):
� None � Supervisor � Lead Person � Team Leader
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FOR SUPERVISORY POSITIONS ONLY:  Indicate the number of positions by classification that this position DIRECTLY supervises.

Total number of positions for which this position is responsible:

FOR LEADPERSONS OR TEAM LEADERS ONLY:  Indicate the number of positions by classification that this position LEADS.

MISSION OF ORGANIZATIONAL UNIT:



CONCEPT OF POSITION:

A.  RESPONSIBILITIES OF POSITION:
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B.  SUPERVISION RECEIVED:

C.  ADMINISTRATIVE RESPONSIBILITY:

D.  PERSONAL CONTACTS:

E.  ACTIONS AND CONSEQUENCES:

F.  OTHER INFORMATION:
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	concept25PS373APG2: Under the general supervision of the SSM II (Specialist) and assigned Lead, SSM I (Specialist), the Associate Governmental Program Analyst (AGPA) is responsible for conducting research, compiling data, and analyzing results that will be used to create completed staff work that supports Information Technology (IT) contracts development. The AGPA will provide customer service to fellow California Department of Social Services (CDSS) programs and outside sources including the vendor community, control agencies, and other governmental agencies. The AGPA will manage multiple assignments that support the Lead to ensure timely contract execution. 
	responsibilities26PS373APG2: The AGPA will perform activities supporting the IT contract development process, including research, development, and execution of contracts and agreements as follows: lnteragency Agreements, Requests for Offers, Requests for Proposal, and Invitations for Bid. Oversee the evaluation panel and contract award process. Keep contract files in a well-organized manner, generating extensive and detailed chronological documentation and relevant notes in the solicitation and official contract file, as necessary. 45%  Receive and process Requests for Contract Services, assign contract numbers, create the official procurement file, and process progressively complicated IT agreements under the mentorship of the SSM I, IT Acquisitions Specialist (the Lead). Monitor the ITAcquisitions@dss.ca.gov email box, including organizing and dissemination of information to the appropriate party. Gather missing information and documentation from customers to initiate and maintain the official procurement file, as assigned. Develop Excel spreadsheets and Word documents, and utilize Sharepoint to track progress and ensure priorities are met. Route contracts through internal process and on to control agencies for review and approval. Follow up on any unresolved issues, and document the official procurement file to ensure all issues are resolved and file is complete. Enter information into procurement tracking software/systems (including but not limited to Fl$Cal). As assigned by the Lead, complete procurement-related tasks and assignments utilizing completed staff work principles. Provide customer service support to other Purchasing, Information Technology (IT) Acquisitions, and Grants Bureau staff, CDSS program staff, and vendors on contract-related matters. 25%  Perform regular research using the State Contracting Manuals (SCM), State Administrative Manuals (SAM), and control agency broadcasts to ensure contracts conform to internal Departmental and CDSS program policies, state contracting regulations, policies, and procedures. 15%  Meet and consult with CDSS managers and staff, Department of General Services (DGS), California Department of Technology (CDT), and CDSS Legal, supporting contract development, issue resolution, regulations, policies, and procedures. Support procurements being conducted outside of CDSS by DGS and CDT, gathering information, and resolving issues to ensure timely contract execution. Create new and/or edit existing documents using Microsoft Office desktop programs including Microsoft Word, Excel, and PowerPoint. Utilize and maintain in-house Novatus contracts management program. Act as support and back-up to the Lead or other assigned SSM I. Participate in work groups for special projects, as required. 10%  Attend contracts-related training at DGS and CDT. Complete and obtain certificate of completion in DGS California Procurement and Contracting Academy. Complete new job-related training offered by CDT in IT contracts. Stay current on federal and state policies specific to IT contracts. Create and conduct contracts-related presentations to train CDSS staff in various areas of the contracts process. Act as "super user'' to manage IT Contracts Sharepoint site content. 5%  Other duties as required. 
	supervision27PS373APG3: The AGPA works independently to provide support on active IT procurements being conducted by the Lead, SSM I (Specialist) and will receive direction and mentoring from the Lead. The AGPA receives general supervision and occasional direction from the SSM II (Specialist) and on limited occasion the SSM Ill, Bureau Chief. 
	administrative28PS373APG3: The CDSS conducts IT contracts in accordance with Delegated Purchasing Authority as granted by the DGS and conducts procurements in compliance with CDT policies and guidelines. The AGPA focuses on learning and then putting into practice, requirements outlined in the SCM Volume 2, as well as policies and procedures outlined in the SAM, Public Contract Code, and policies as dictated by and the California Department of Technology (CDT). 
	personal29PS373APG3: The AGPA has daily contact with all levels of staff throughout the Department, including program and IT Project Management staff, DGS procurement staff, and California Small Businesses and Disabled Veteran Business Enterprises vendors, representing the bidding community and established vendors under contract, and representatives from other state and control agencies. 
	actions30PS373APG3: Failure to use good judgment in handling purchasing requests and resolving problems of a sensitive nature could result in the loss of the Department's delegated purchasing authority. Improper and/or conflict of interest activities could result in employee financial responsibility for the expenditures. Also, failure to use good judgment in the completion of assignments could result in customer dissatisfaction and significant financial loss to the Department. Since the AGPA works with a Lead, and resulting work is routinely reviewed, impact to the Department is minimized.
	other31PS373APG3: The AGPA must have good interpersonal, problem resolution, and communication skills and be able to work effectively under pressure and maintain the confidence and cooperation of those contacted during the course of work. The AGPA must have the ability to conduct multiple tasks during the course of work and submit completed staff work. Some travel may be required for participation in off-site work groups and for the AGPA to participate in training/certification courses required by Bureau policy. 
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