
STATE OF CALIFORNIA- DEPARTMENT OF GENERAL SERVICES 

DUTY STATEMENT 

DGS OHR 907 (Rev. 09/2018) 

RPA NUMBER 

22761 
DGS OFFICE or CLIENT AGENCY 

California Arts Council 
REPORTING LOCATION 

[Z] Current

D Proposed 

UNIT NAME 

Operations Unit 2750 Gateway Oaks Suite 300, Sacramento, CA 95833 
SCHEDULE (DAYS/ HOURS) 

Monday - Friday, 8am-5pm 
CLASS TITLE 

Associate Governmental Programs Analyst (AGPA) 
PROPOSED INCUMBENT (IF KNOWN) 

POSITION NUMBER 
I
CBID 

352-431-5393-004 R01 
WORKING TITLE 

Procurement Administrator 
EFFECTIVE DATE 

CORE VALUES / MISSION D Rank and File D Supervisor D Specialist D Office of Administrative Hearings [Z] Client Agency

The California Arts Council (CAC) is a state agency with a mission of strengthening arts, culture, and creative 
expression as the tools to cultivate a better California for all. It supports local arts programming and infrastructure 
statewide through grants, initiatives, and services. The CAC envisions a California where all people flourish with 
universal access to and participation in the arts. 

Through its new Strategic Framework, the CAC is committed to developing an organizational culture that actively 
addresses barriers to equity and participation for all Californians, and celebrates the connections and intersections 
of all our communities. The CAC believes that racial injustice is the most pervasive and entrenched form of 
injustice permeating the institutions and structures that everyone must access. As outlined in its Racial Equity 
Statement, the CAC is committed to prioritizing racial equity both internally and externally. The CAC aims to 
exemplify government by, for, and of the people by focusing on representation, flexibility, and collaboration. 

CAC employees are the vital link that ensures the agency and Council's priorities are fully realized. The CAC strives 
to ensure that its workforce reflects the diversity of California and to foster an environment where all people feel 
valued and can thrive. 

Learn more at http://www.arts.ca.gov/aboutus/strategicframework.php. 

POSITION CONCEPT 

Under the direction of the Staff Services Manager I (SSMI) , the Procurement and Grant Processing Administrator 
independently performs the more complex and technical analytical work related to the agency's procurement, 
contracting and grant contract processing while utilizing various Microsoft Office programs, training materials, the 
the Financial Information System for California (Fi$CAL), the California Contract Register and eProcurement and 
the Grant Management System (GMS) while following the State Contracting Manual (SCM) and the State 
Administrative Manual. 

SPECIAL REQUIREMENTS [Z] Conflict of Interest D Medical Evaluation D Background Evaluation D Background Evaluation FTB D Office Technician (Typing) 

Conflict of Interest 
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 Form 700 within 30 days of appointment. 

ESSENTIAL FUNCTIONS 

PERCENTAGE DESCRIPTION 

35% Executes all new and annual service contracts and contract extensions as well as new or extensions 
of memberships by updating tracking tools with expiration dates, analyzing justifications and 
contract specification. Identifying and preparing required contract forms, tracking deadlines and 
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