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Description of Functions
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.
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.
I have discussed with my supervisor and understand the duties of the position and have received a copy of the duty statement.
I have discussed with my supervisor and understand the duties of the position and have received a copy of the duty statement.
I have discussed the duties of the position with the employee and certify the duty statement is an accurate description of the essential functions of the position.
I have discussed the duties of the position with the employee and certify the duty statement is an accurate description of the essential functions of the position.
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	Check for Current: 0
	Check for Proposed: 1
	CurrentPage: 
	PageCount: 
	RPA (Request for Personnel Action) Number: 24934 24936
	Enter DGS Office or Client Agency: Procurement Division
	Enter Unit Name: Office of Small Business and DVBE Services/Advocacy 
	Enter Reporting Location: 707 Third Street, 1st Floor, West Sacramento, CA 95605
	Enter Schedule (Days / Hours): Monday - Friday, 8:00am to 5:00pm 
	Position Number: 306-496-5393-XXX
	Collective Bargaining Identifier: S01
	Enter Class Title: Associate Governmental Program Analyst-Telework
	Enter Working Title: Advocacy Support Analyst
	Enter Proposed Incumbent: 
	Effective Date: 
	Core Values or Mission: 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.
	Check for Rank and File: 1
	Check for Supervisor: 0
	Check for Specialist: 0
	Check for Office of Administrative Hearings: 0
	Check for Client Agency: 0
	Position Concept: Under general direction of the Staff Services Manager I, in the State Advocacy Support Unit, the Associate Governmental Program Analyst is responsible for analytical and consultative work assignments and projects in support of complex statewide advocacy activities to develop and conduct Advocate training, workshops and provide mentorship to improve state department knowledge as well as satisfaction with the Procurement Division’s products and services to increase diversity and inclusiveness in state contracting, in accordance with Government Code (Gov Code), Military and Veterans Code (MVC), Public Contract Code (PCC), State Contracting Manual (SCM), the State Administrative Manual (SAM), and Purchasing Authority Manual (PAM).
	Special Requirements: 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.
	Conflict: 1
	Medical: 0
	Background: 0
	OfficeTech: 0
	BackgroundFTB: 0
	Click to insert an item: 
	Click to remove this item: 
	Enter Percentage of Duties Preformed: 30.00000000
	Enter Percentage of Duties Preformed: 25.00000000
	Enter Percentage of Duties Preformed: 25.00000000
	Enter Percentage of Duties Preformed: 15.00000000
	Enter Percentage of Duties Preformed: 5.00000000
	Enter Description of Functions: Conducts on-the-job training and mentoring, as well one-on-one assistance tailored to the departments’ needs to help with outreach activities and interaction with SB/DVBE and diverse business organizations, collaborates with the Supplier Diversity Program by carrying out strategies to increase supplier diversity in state contracting, guiding departments to identify, develop and implement their own strategies, tools and resources; locates small, diverse, and disabled veteran businesses in state contracting opportunities including emergency procurements,; identifies and addresses procurements and services where SBs/DVBEs are not participating; and represents DGS on behalf of the SB/DVBE program in all matters regarding SB/DVBE advocacy as well as  to train and assist the SB\DVBE advocate network, in order to increase the SB/DVBE pool in those areas to track, monitor, and report SB/DVBE participation,  to ensure enhanced support to the SB/DVBE communities and expand and diversify the pool of SB\DVBEs in state contracting utilizing Gov Code, MVC, PCC, SCM, SAM, and PAM.
	Enter Description of Functions: Serves as a subject matter expert, advocate by conducting research on departments' spend and other special projects, working closely with state departments advocates to understand departments procurements policies and recommending strategies of improvement, creating, maintaining and assisting departments with SB/DVBE First policies, reports of SB/DVBE program abuse, Prompt Payment practices, responding to state departments’ inquiries in regards to SB/DVBE program, advocating activities, and SB/DVBE participation, and analyzing complex and sensitive inquiries, in order to maintain effective communication between DGS, state departments, SB/DVBEs, business organizations and advocacy groups to ensure  high quality, accurate, clear and proofread communication is produced, utilizing computer software programs such as Word, PowerPoint, and Outlook.
	Enter Description of Functions: Leads, plans, coordinates and participates in the advocate meetings, by directing and developing on-going advocacy trainings, facilitating group discussions with internal and external stakeholders, conducting research and analysis of subject matter information, organizing and planning interactive course activities, and creating, revising and updating training materials, including the advocate toolkit, best practices, templates, PowerPoint presentations and educational pamphlets; and assesses, tracks and reports on advocacy support activities, in order to strategically educate state department advocates, to ensure program success, utilizing the LMS or other platform, SCM, SAM, PAM, and other resources.
	Enter Description of Functions: Analyzes year-to-date departments' spend, Consolidated Annual Report data, Improvement Plan records; and tracks and assesses annual SB/DVBE participation including use of diverse businesses by identifying gaps, other economic or social factors, assessing SB/DVBE training needs on an ongoing basis, through surveys, post-event evaluations, interviews, direct and indirect feedback from subject matter experts, conducting and evaluating surveys and feedback reports, proposing strategies and recommendations, plans of action and best practices for state departments in achieving and improving their SB/DVBE goals, participating in events and assisting with facilitation in annual agency visits, best practices trainings and the State Agency Recognition Awards (SARA), and providing commendations for state departments based on research and analysis, in order to present detailed reports to management and to ensure compliance with best practices and internal procedures as well as the Internet, utilizing SCM, SAM, PAM, and other resources.
	Enter Description of Functions: Provides guidance and support to the advocate unit by troubleshooting training materials, LMS and other training platforms, preparing on-line and in-person training logistics, developing white papers, revising and updating existing directories and mailing lists, providing input on related legislation and supporting policy updates and development in order to maintain efficiency and accuracy, to ensure continuity of critical operations, utilizing Microsoft products and state guidelines.
	Enter Work Environment, Physical Requirements: *This position is eligible for telework up to three (3) days per week, in accordance with DGS’s Telework Policy, and will be required to report to the office two (2) days/week or more, as needed/required based on business need. The successful candidate must reside in California upon appointment.*Travels frequently within California (up to 25% of the time) that may require the use of various transportation modes, i.e. airplanes, taxi, car, etc. *Ability to select, access, and use necessary information, data, and communications-related technologies such as computer applications, telecommunications equipment, Internet, voice mail, etc.*Use of hand cart and hand truck to transport documents and/or equipment; i.e. laptop computer, files, reference manuals, solicitation documents, etc.
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	Enter Employee Signature: 
	Enter Date Employee Signed: 
	Enter Supervisor's Name : 
	Enter Supervisor's Signature: 
	Enter Date Supervisor Signed: 



