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	RPA #
	C&P Analyst Approval
	Date
November 2024

	Employee Name

	Division
Administrative Support Services

	Position No / Agency-Unit-Class-Serial
502-560-5393-###
	Unit
Facility Operations

	Class Title
Associate Governmental Program Analyst
	Location
Department of State Hospitals - Patton

	Subject to Conflict of Interest
	CBID

R01
	Work Week Group:
2
	Pay Differential


	Other


	☐Yes     ☒No
	
	
	
	

	Briefly (1 or 2 sentences) describe the position’s organizational setting and major functions

Under direction of the Staff Services Manager I, perform varied, and complex technical analytical assignments such as program evaluation and planning; policy analysis and formulation; systems development; budgeting, planning, and personnel analysis; research; reporting, tracking and record keeping; fiscal compliance and provide consultative services and administrative services to supervisors, management, and others.
 

	% of time performing duties
	Indicate the duties and responsibilities assigned to the position and the percentage of time spent on each. Group related tasks under the same percentage with the highest percentage first; percentage must total 100%. (Use additional sheet if necessary).

	30%

	DUTIES FOR FISCAL COMPLIANCE

· Provides budget and financial analysis, evaluation, monitoring, tracking, recordkeeping, reporting, and file maintenance. 

· Assists with department’s financial compliance, including organizing, procuring, planning, scheduling, processing, tracking, and monitoring financial data for Facilities Operation department.  

· Reviews invoicing with contract budget detail; works with contractors and vendors for correction on invoicing; and tracks and maintains ledgers for all contracts, service orders, Capital Outlay, special repairs, emergencies, and deferred maintenance.  

· Prepares periodic reports on deferred maintenance and capital outlay needs, plans and cost estimates and conducts cost benefit analyses; and drafts prebudget change concepts. 

· Maintains fiscal year budget and cost estimates workbook; interacts with Budgets and Accounting, and Contracts and Procurement departments; and follows up and reconciles invoice or payment dispute notices.

· Collaborates with General Services to acquire stock receipts; and works with Accounts Payable in the interpretation of contract provisions, object code for expenditures and ensuring prompt payment for compliance.

· Maintains, tracks, reports, and gathers necessary financial disencumber data; tracks and maintains ledger for expenditures; and maintains file and records to ensure adequate funding is available.

· Tracks spending and data for various miscellaneous circumstances, such as emergencies, fires, heat, damages, anti-ligature, accidents, and unexpected occurrences.


	25%

	DUTIES FOR DEPARTMENTAL COMPLIANCE

· Assists in facilitation of administrative processes by providing research, interpretation, and statistical, analytical, and technical support for the Facility Operations Department.

· Provides analysis of the department’s policy and procedures; gathers data; drafts, maintains and consults with management for updates and development of new policy and procedures. 

· Maintains spreadsheets to meet department tracking needs for inventory control and recordkeeping to meet various department’s obligations for items such as contracts, financial accountability, budgeting, and meeting project objectives. 

· Provides analysis and compilation of project estimations; develops tracking tools for maintaining schedules and projects. 

· Assists shop supervisors in preparing plans, specifications and scope language for Facilities Operations projects.

· Prepares and tracks Joint Commission reporting and compliance; assists with Joint Commission and California Department of Public Health Environmental Health Surveys.  

· Gathers, reviews, and analyzes operational data and provides periodic reports for compliance and plans of correction.  

· Performs research as needed to meet the requirements of each specific service including technical requirements, completion dates, benchmarks, timelines, and quantitative and qualitative budget analysis.

· Communicates with Hospital Operations and other State agencies regarding new rules, regulations, interpretations, and compliance.  
· Prepares and presents analytical written and oral reports on subjects within areas of responsibility; and acts in an independent manner to organize, prioritize, and develop new procedures while continuing to manage workload and meet deadlines.

· Makes recommendations on a broad spectrum of administrative and program-related problems.


	20%
	DUTIES FOR CONTRACT ADMINISTRATION

· Assists in management of Facility Operations Contracted Services.

· Develops scope of work, in consult with project coordinator, for Hospital contracted services. 

· Performs research as needed to ensure the statement of work meets the requirements of each specific service including technical requirements, completion dates, benchmarks, timelines, and quantitative and qualitative budget analysis. 

· Prepares Contract Request and obtains approval for services for submission to appropriate department.

· Reviews and analyzes civil service requirements to maintain compliance with all regulatory and legislative policy and procedure.

· Researches and analyzes contactor has met compliance with contract terms and makes recommendations for approval of invoices for submission to project coordinator. 

· Analyzes invoices to verify work performed and costs claimed in accordance with the contract by obtaining verification of work performed from the Facility Project Coordinator. 

· Assesses and addresses need for amendments, renewals, or new contracts.

· Keeps documentation of all correspondence with contractor.

· Maintains and documents contractor performance as reported by the Facility Project Coordinator, and documents nonperformance of contract, as applicable.

· Adheres to statutes, policy, and procedures through utilization of Purchasing Authority Manual, State Contracting Manual, Public Contract Code, Welfare and Institutions Code, California Code of Regulations, Government Code, Department of Mental Health, and Hospital Directives Purchase Requisition.


	10%
	GENERAL OFFICE DUTIES

· Provides back-up support to maintain continuity of operations in other Facility Operations areas, as needed, including but not limited to, Facility Operations Office Support to Associate Governmental Program Analyst, Staff Services Analyst, and Office Technician; and provide administrative support Facility Operations Managers and Supervisors.

· Offers support for Data Entry/Web TMA/FO Dispatch.

· Provides customer service/receptionist/general office support by answering phones and assisting walk-ins.

· Completes and processes various hospital required reports.

· Provides personnel analysis, coordinates training, generates reporting, and offers data tracking back up support.

· Maintains requirements to operate State vehicle (valid California Driver’s License and Defensive Driver Permit are required contingent on the class of vehicle to be driven, in accordance with Administrative Directive 7.07).

· Performs other duties as assigned.


	10%

	INTERPERSONAL RELATIONSHIPS

· Maintains a positive rapport with hospital staff, employees, other outside agencies, and the public in written and verbal correspondence.

· Utilizes a high degree of initiative, judgement, and responsibility when dealing with all staff and the public.

· Takes initiative to communicate professionally and effectively with supervisor, managers, staff, patients, contractors, outside agencies and other stakeholders to ensure smooth workflow and proper documentation when needed and follows through on problem resolutions; and delivers effective oral presentations.

· Promotes and maintains a teamwork relationship with staff, thereby enhancing work productivity.


	5%

	LEADERSHIP DEVELOPMENT

· Takes an active role in quality improvement processes by providing critiques and identifying deficiencies and areas for improvement; and integrates lessons learned into documents and procedures.

· Serves on ad hoc and task force committees at the hospital and/or department level.  Works closely with the Facilities Management Team to develop and monitor current and future needs of the hospital, as they relate to facilities management. 

· Uses Policy and Procedures manuals and other reference materials as necessary to ensure proper course of action and accuracy of documents.

· Interprets and communicates department policies and procedures to hospital staff, outside agencies, and public members.

· May serve as lead for Staff Service Analyst, Office Technician, and Student Assistant.


	Other
Information
	SUPERVISION RECEIVED
Under the supervision of the Staff Services Manager I.

SUPERVISION EXERCISED
None.  As assigned, may act as a lead person for Staff Service Analyst, Office Assistants, Office Technicians, Student Assistants, Limited Duty or Temporary Personnel.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF: Principles, practices, and trends of public and business administration, management, and supportive staff services such as budgeting, personnel, and management analysis; and governmental functions and organization.

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; consult with and advise administrators or other interested parties on a wide variety of subject-matter areas; and gain and maintain the confidence and cooperation of those contacted during the course of work.


REQUIRED COMPETENCIES:

INFECTION CONTROL - Apply knowledge of correct methods for controlling the spread of pathogens appropriate to job class and assignment.

SAFETY - Actively supports a safe and hazard free workplace through practice of personal safety and vigilance in the identification of safety or security hazards, including infection control. 

AGE SPECIFIC - Provides services commensurate with age of patients / clients being served.  Demonstrates knowledge of growth and development of the following age categories:
|X| Young Adult(18-29) |X| Early Adult(30-50) |X| Late Adult(51-79) |X| Geriatric(80+)

THERAPEUTIC STRATEGIES INTERVENTION (TSI) – Applies and demonstrates knowledge of correct methods in the Therapeutic Strategic Intervention (TSI).

CULTURAL AWARENESS - Demonstrates awareness to multicultural issues in the workplace, which enable the employee to work effectively.

SITE SPECIFIC COMPETENCIES  
Ability to maintain confidentiality, professionalism, professional attire and conduct; to present a positive, professional, cordial, courteous, & polite attitude as a front-line representative for the department; to demonstrate excellent verbal and written communication skills and organizational skills; to provide clear and concise information to callers, visitors, and hospital staff; to prepare, organize, and lead training presentations; to maintain records, ledgers, reports, and manuals; to maintain proper filing practices; to develop plans, specifications, invitations to bids, and budget proposals; to utilize the State administrative process relating to contract and procurement administration; to interpret Public Contract Law and California Code of Regulations as it refers to Contract preparation; to apply the State Contracting Manual; to develop plans, specifications, invitations to bids, budget change proposals; to follow oral and written instructions, take initiative and work independently, stay disciplined, attend to details, adhere to deadlines, manage time based on priorities, reason logically and creatively, apply a variety of analytical techniques to resolve issues and develop alternatives, and be tactful and resourceful during difficult situations; and physical ability to sit for extended periods, walk/stand for periods up to 30 minutes at a time, lift and carry up to 10 lbs., bend, reach, push, pull, squat, continue keyboarding and using computer mouse for frequent and extended periods, and apply fine hand motor movements as required for holding writing instruments, use of staplers, use of keyboard, and pushing buttons.

TECHNICAL PROFICIENCY (SITE SPECIFIC)
· This position utilizes various office equipment and computers; must have a working knowledge and be able to operate calculators, computers, printers, copiers, telephones, and fax machines, etc; must possess proficiency with computer keyboarding and applications such as Adobe Pro, MS Outlook, Word, Excel, PowerPoint, and other MS applications, with the ability to develop spreadsheets, graphs, and presentations, provide computer generated reports, memoranda, graphs, etc. as well as being adept in using WebTMA.

LICENSE OR CERTIFICATION
None.

TRAINING - Training Category = Type II
The employee is required to keep current with the completion of all required training.


WORKING CONDITIONS (FLSA)
Regular and consistent attendance is critical to the successful performance of this position due to the heavy workload and time-sensitive nature of the work. The incumbent routinely works with and is exposed to sensitive and confidential issues and/or materials and is expected to maintain confidentiality at all times.

The Department of State Hospitals provides support services to facilities operated within the Department. A required function of this position is to consistently provide exceptional customer service to internal and external customers.

I have read and understand the duties listed above and I can perform these duties with or without reasonable accommodation. (If you believe reasonable accommodation is necessary, discuss your concerns with the Office of Human Rights).



											
Employee Signature				Date





I have discussed the duties of this position with and have provided a copy of this duty statement to the employee named above.


											
Supervisor Signature				Date


											
Reviewing Officer Signature			Date
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