
STATE OF CALIFORNIA- DEPARTMENT OF GENERAL SERVICES 

DUTY STATEMENT-ADMINISTRATION 

D Current

[Z] Proposed
DGS OHR 907A (Rev. 08/2021) 

RPA NUMBER 

23108 
DGS OFFICE or CLIENT AGENCY 

Enterprise Technology Solutions 
UNIT NAME

Administrative Office 
REPORTING LOCATION

707 3rd Street, West Sacramento, CA 95605 
SCHEDULE (DAYS/ HOURS) POSITION NUMBER 

306-072-5393-002 I
CBID 

R01 Monday-Friday/ 8:00 a.m. to 5:00 p.m. 
CLASS TITLE WORKING TITLE 

Associate Governmental Program Analyst Procurement Resource Liaison 
PROPOSED INCUMBENT (IF KNOWN) EFFECTIVE DATE 

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

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. 
POSITION CONCEPT 

Under direction of the Staff Services Manager I, this position is primarily responsible for tracking and submitting 
purchase requests for Enterprise Technology Solutions (ETS), completing incidental purchases using a CalCard, 
maintaining the data integrity of the procurement database, and completing special projects and other 
administrative tasks as needed. 

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% Contract Analyst - Combo Task 

Researches, analyzes, and prepares the most complex contract requests for goods and services for 
ETS by consulting with program staff to determine their needs, identifying and determining the 
appropriate type of contract, preparing justifications, memorandums, required documents, 
initiating and processing supporting documentation, and developing, amending and renewing 
contracts and scopes of work in order to submit complete contract requisition package documents 
to the Office of Business and Acquisition Services, to ensure all contracts are executed accurately 
and timely, in accordance with state purchasing policies, procedures, and guidelines, utilizing 
Fl$Cal, ServiceNow, SharePoint, MS Office Suite applications, and other related software or tools. 

25% 

Update and audit the ETS procurement database by collaborating with procurement staff, regularly 
checking procurement submissions and updating records in order to maintain data integrity to 
ensure reports pulled from the database are accurate and renewal data is correct utilizing 
SharePoint Online, ServiceNow, FI$Cal, and the Microsoft Office Suite. 

20% Special Projects 

Participates in special projects and assignments of the most complex difficulty related to purchasing 
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