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            Environmental Compliance Associate or Specialist (Water Conservation Enforcement)
        

        
            
            
                                            City of Austin, TX
                                    
            
                            
                    Austin, TX, United States
                
                    

        
            Minimum Qualifications   Environmental Compliance Associate:     Graduation with a Bachelor’s degree from an accredited college or university in Environmental Science, Life Science, Natural Science, or related field, plus two (2) years of relevant experience.   Graduation with a Master’s degree from an accredited college or university may substitute for two (2) years of the required experience.   One (1) additional year of experience may substitute for one (1) year of the required education with a maximum substitution of four (4) years.     Licenses and Certifications Required:     May require a valid State of Texas Class C Driver License and ability to meet driver eligibility standards detailed in the City of Austin Driver Safety Program.     For Austin Water positions:    Water Conservation positions: TCEQ licensed irrigation inspector or valid plumbing inspectors license from the Texas State Board of Plumbing Examiners or the ability to obtain license within six (6) months of hire.   On-Site Sewage Facility positions: TCEQ Designated Representative (DR) license and valid plumbing inspectors license from the Texas State Board of Plumbing Examiners or the ability to obtain within six (6) months of hire.       Environmental Compliance Specialist:     Graduation with a Bachelor’s degree from an accredited college or university in Environmental Science, Life Science, Natural Science, or related field, plus four (4) years of relevant experience.   Graduation with a Master’s degree from an accredited college or university may substitute for two (2) years of the required experience.   One (1) additional year of experience may substitute for one (1) year of the required education with a maximum substitution of four (4) years.       Licenses and Certifications Required:     May require a valid State of Texas Class C Driver License and the ability to meet driver eligibility standards detailed in the City of Austin Driver Safety Program.     For Austin Water positions:    Water Conservation positions: TCEQ licensed irrigation inspector or valid plumbing inspectors license from the Texas State Board of Plumbing Examiners or ability to obtain license within six (6) months of hire.   On-Site Sewage Facility positions: TCEQ Designated Representative (DR) license and valid plumbing inspectors license from the Texas State Board of Plumbing Examiners or the ability to obtain within six (6) months of hire.     Notes to Applicants    Position Overview:  This position will work on the Enforcement & Compliance team for the Water Conservation Division helping enforce the water conservation code. The position will conduct early morning or evening water waste patrols and assist senior staff with compliance monitoring programs (Car Wash Efficiency, Cooling Tower Efficiency, and Commercial Facility Irrigation Assessment). Enforcement activities include conducting leak investigations, water waste patrols, issuing citations and assessing fines, and attending administrative hearings.    Working with Austin Water provides a number of benefits including medical, paid leave time, a great retirement plan, training opportunities and more! Click     HERE     for more information.    This position will be filled at one of the following levels depending upon candidate qualifications:  Environmental Compliance Associate: $23.04 - $26.50 Environmental Compliance Specialist: $27.16 - $32.87   When completing the City of Austin employment application:      Please be sure to detail on the application all previous employment that you wish to be considered as part of your qualifications.   A detailed, complete employment application is required. It helps us to better evaluate your qualifications and will be used to determine salary if you are selected for this position. Be sure to provide job title and employment dates for all jobs you wish to be considered.   A resume is required, but will not substitute for a complete employment application.  Incomplete applications will not be considered.  Please include contact information from previous employers.   A cover letter is also required. In the cover letter, candidates should describe in concise detail their interest in this position and highlight any prior experience that is relevant to this position.      If you are selected as a top candidate:      Verification of your education (which may include high school graduation or GED , undergraduate and/or graduate degrees) will be required. You must provide proof of education from an accredited organization/institution and proof of your professional licenses or certifications.   If you are in the military or a veteran, you will need to provide a copy of your DD-214 prior to confirming a start date.   A criminal background investigation is required.      Secondary Employment:      All Austin Water employees are prohibited from accepting or engaging in any secondary employment that might conflict or interfere with an employee’s duty and responsibility to the Department.   Austin Water must review all secondary employment.   Employees are required to submit a Secondary Employment Application for review and approval upon being hired with Austin Water, as well as current Austin Water employees considering secondary employment.      Effective October 1, 2014, all Austin Water worksite locations are tobacco-free.  Use of tobacco products and/or e-cigarettes is not permitted on any AW worksite - including construction sites, parking lot, garage or in any personal vehicle located on the premises.  Pay Range  See “Notes to Applicants”  Hours  Monday - Friday 8:00 AM - 5:00 PM with some flexibility. Work hours change seasonally to include overnight shifts for months at a time.  Job Close Date 04/22/2024 Type of Posting External Department Austin Water Utility Regular/Temporary Regular Grant Funded or Pooled Position Not Applicable Category Professional Location Waller Creek Center, 625 E. 10th St. Austin, TX 78701 Preferred Qualifications    Demonstrated experience providing excellent customer service, facilitating resolution of customer issues.   Demonstrated ability to communicate effectively with internal and external customers via direct contact, email, or phone.   Time management/multi-tasking skills.   Experience with CC&B or other Utility Billing Systems.   Experience interpreting and explaining technical data, policies and procedures to a wide audience including customers, plumbers, and contractors.   Experience with data entry and using GIS and other databases for regulatory enforcement purposes.   Experience reviewing violations, drafting Notices of Violations/Citations and other correspondence, and calculating fines.    Duties, Functions and Responsibilities   This position is posted at multiple levels. For Duties, Functions and Responsibilities, please select the appropriate job description below. Essential duties and functions, pursuant to the Americans with Disabilities Act, may include the following. Other related duties may be assigned.    Environmental Compliance Associate    Environmental Compliance Specialist    Knowledge, Skills and Abilities   This position is posted at multiple levels. For Knowledge, Skills and Abilities, please select the appropriate job description below. Must possess required knowledge, skills, abilities, and experience and be able to explain and demonstrate, with or without reasonable accommodations, that the essential functions of the job can be performed.    Environmental Compliance Associate    Environmental Compliance Specialist    Criminal Background Investigation This position has been approved for a Criminal Background Investigation. EEO/ADA  City of Austin is committed to compliance with the Americans with Disabilities Act. If you require reasonable accommodation during the application process or have a question regarding an essential job function, please call (512) 974-3210 or Texas Relay by dialing 7-1-1.  The City of Austin will not discriminate against any applicant or employee based on race, creed, color, national origin, sex, gender identity, age, religion, veteran status, disability, or sexual orientation. In addition, the City will not discriminate in employment decisions on the basis of an individual’s AIDS , AIDS Related Complex, or HIV status; nor will the City discriminate against individuals who are perceived to be at risk of HIV infection, or who associate with individuals who are believed to be at risk.  Information For City Employees: If you are an employee within the department, are in good standing and meet both the minimum and preferred qualifications, then you will receive an initial interview.   Supplemental Questions  Required fields are indicated with an asterisk (*).    * The minimum qualifications for the Environmental Compliance Associate position are: Graduation with a Bachelor's degree from an accredited college or university in Environmental Science, Life Science, Natural Science, or related field, plus two (2) years of relevant experience. Graduation with a Master's degree from an accredited college or university may substitute for two (2) years of the required experience. One (1) additional year of experience may substitute for one (1) year of the required education with a maximum substitution of four (4) years. Do you meet these minimum qualifications?    Yes   No      * This position requires a valid Texas Driver License. Do you have a valid Texas Driver License or if selected for this position, do you have the ability to acquire a valid Texas Driver License by your hire date?    Yes   No      * The City of Austin Driver Eligibility Standards require that External New Hires meet the City’s Driver Record Evaluation (DRE) requisite. To be considered for a driving position, applicants cannot have more than three moving violations or a total of six Driver Record Evaluation points within a period of thirty-six (36) months. Do you meet this requirement?    Yes   No      * This position requires a criminal background check. By selecting the following, you are acknowledging that you understand if you are selected as a top candidate for this position, you will need a successful CBI to be hired.    I acknowledge and understand this position requires a Criminal Background Check.      * Please select the areas of regulatory/code enforcement you have experience with. (Select all that apply)    Issuing notices of violation/citations   Conducting field investigations   Reviewing compliance documentation   Drafting reminder letters   Calculating fines   None of the above      * Please select the applications you have experience using. (Select all that apply)    ArcGIS   Microsoft Excel   CC&B or other utility billing systems   WCTS or other enforcement tracking databases   Microsoft Word   None of the above      * Do you have experience interpreting and explaining technical data, policies and procedures to a wide audience including customers, plumbers, and contractors?    Yes   No      * Do you have demonstrated experience providing excellent customer service and facilitating resolution of complex customer issues, coordinating, collaborating, and working effectively with other departments or units within an organization and adapting communication styles to meet the needs of internal and external customers and business objectives?    Yes   No      * Are you able to work weekends, nights, and a seasonally adjusting scheduling that may include early mornings starting at 3:00 am and evenings until 11:00 pm?    Yes   No      * Were you referred to this opportunity by an Austin Water employee? If yes, please provide the employee’s full name.  (Open Ended Question)     Optional & Required Documents  Required Documents Optional Documents
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        Minimum Qualifications   Environmental Compliance Associate:     Graduation with a Bachelor’s degree from an accredited college or university in Environmental Science, Life Science, Natural Science, or related field, plus two (2) years of relevant experience.   Graduation with a Master’s degree from an accredited college or university may substitute for two (2) years of the required experience.   One (1) additional year of experience may substitute for one (1) year of the required education with a maximum substitution of four (4) years.     Licenses and Certifications Required:     May require a valid State of Texas Class C Driver License and ability to meet driver eligibility standards detailed in the City of Austin Driver Safety Program.     For Austin Water positions:    Water Conservation positions: TCEQ licensed irrigation inspector or valid plumbing inspectors license from the Texas State Board of Plumbing Examiners or the ability to obtain license within six (6) months of hire.   On-Site Sewage Facility positions: TCEQ Designated Representative (DR) license and valid plumbing inspectors license from the Texas State Board of Plumbing Examiners or the ability to obtain within six (6) months of hire.       Environmental Compliance Specialist:     Graduation with a Bachelor’s degree from an accredited college or university in Environmental Science, Life Science, Natural Science, or related field, plus four (4) years of relevant experience.   Graduation with a Master’s degree from an accredited college or university may substitute for two (2) years of the required experience.   One (1) additional year of experience may substitute for one (1) year of the required education with a maximum substitution of four (4) years.       Licenses and Certifications Required:     May require a valid State of Texas Class C Driver License and the ability to meet driver eligibility standards detailed in the City of Austin Driver Safety Program.     For Austin Water positions:    Water Conservation positions: TCEQ licensed irrigation inspector or valid plumbing inspectors license from the Texas State Board of Plumbing Examiners or ability to obtain license within six (6) months of hire.   On-Site Sewage Facility positions: TCEQ Designated Representative (DR) license and valid plumbing inspectors license from the Texas State Board of Plumbing Examiners or the ability to obtain within six (6) months of hire.     Notes to Applicants    Position Overview:  This position will work on the Enforcement & Compliance team for the Water Conservation Division helping enforce the water conservation code. The position will conduct early morning or evening water waste patrols and assist senior staff with compliance monitoring programs (Car Wash Efficiency, Cooling Tower Efficiency, and Commercial Facility Irrigation Assessment). Enforcement activities include conducting leak investigations, water waste patrols, issuing citations and assessing fines, and attending administrative hearings.    Working with Austin Water provides a number of benefits including medical, paid leave time, a great retirement plan, training opportunities and more! Click     HERE     for more information.    This position will be filled at one of the following levels depending upon candidate qualifications:  Environmental Compliance Associate: $23.04 - $26.50 Environmental Compliance Specialist: $27.16 - $32.87   When completing the City of Austin employment application:      Please be sure to detail on the application all previous employment that you wish to be considered as part of your qualifications.   A detailed, complete employment application is required. It helps us to better evaluate your qualifications and will be used to determine salary if you are selected for this position. Be sure to provide job title and employment dates for all jobs you wish to be considered.   A resume is required, but will not substitute for a complete employment application.  Incomplete applications will not be considered.  Please include contact information from previous employers.   A cover letter is also required. In the cover letter, candidates should describe in concise detail their interest in this position and highlight any prior experience that is relevant to this position.      If you are selected as a top candidate:      Verification of your education (which may include high school graduation or GED , undergraduate and/or graduate degrees) will be required. You must provide proof of education from an accredited organization/institution and proof of your professional licenses or certifications.   If you are in the military or a veteran, you will need to provide a copy of your DD-214 prior to confirming a start date.   A criminal background investigation is required.      Secondary Employment:      All Austin Water employees are prohibited from accepting or engaging in any secondary employment that might conflict or interfere with an employee’s duty and responsibility to the Department.   Austin Water must review all secondary employment.   Employees are required to submit a Secondary Employment Application for review and approval upon being hired with Austin Water, as well as current Austin Water employees considering secondary employment.      Effective October 1, 2014, all Austin Water worksite locations are tobacco-free.  Use of tobacco products and/or e-cigarettes is not permitted on any AW worksite - including construction sites, parking lot, garage or in any personal vehicle located on the premises.  Pay Range  See “Notes to Applicants”  Hours  Monday - Friday 8:00 AM - 5:00 PM with some flexibility. Work hours change seasonally to include overnight shifts for months at a time.  Job Close Date 04/22/2024 Type of Posting External Department Austin Water Utility Regular/Temporary Regular Grant Funded or Pooled Position Not Applicable Category Professional Location Waller Creek Center, 625 E. 10th St. Austin, TX 78701 Preferred Qualifications    Demonstrated experience providing excellent customer service, facilitating resolution of customer issues.   Demonstrated ability to communicate effectively with internal and external customers via direct contact, email, or phone.   Time management/multi-tasking skills.   Experience with CC&B or other Utility Billing Systems.   Experience interpreting and explaining technical data, policies and procedures to a wide audience including customers, plumbers, and contractors.   Experience with data entry and using GIS and other databases for regulatory enforcement purposes.   Experience reviewing violations, drafting Notices of Violations/Citations and other correspondence, and calculating fines.    Duties, Functions and Responsibilities   This position is posted at multiple levels. For Duties, Functions and Responsibilities, please select the appropriate job description below. Essential duties and functions, pursuant to the Americans with Disabilities Act, may include the following. Other related duties may be assigned.    Environmental Compliance Associate    Environmental Compliance Specialist    Knowledge, Skills and Abilities   This position is posted at multiple levels. For Knowledge, Skills and Abilities, please select the appropriate job description below. Must possess required knowledge, skills, abilities, and experience and be able to explain and demonstrate, with or without reasonable accommodations, that the essential functions of the job can be performed.    Environmental Compliance Associate    Environmental Compliance Specialist    Criminal Background Investigation This position has been approved for a Criminal Background Investigation. EEO/ADA  City of Austin is committed to compliance with the Americans with Disabilities Act. If you require reasonable accommodation during the application process or have a question regarding an essential job function, please call (512) 974-3210 or Texas Relay by dialing 7-1-1.  The City of Austin will not discriminate against any applicant or employee based on race, creed, color, national origin, sex, gender identity, age, religion, veteran status, disability, or sexual orientation. In addition, the City will not discriminate in employment decisions on the basis of an individual’s AIDS , AIDS Related Complex, or HIV status; nor will the City discriminate against individuals who are perceived to be at risk of HIV infection, or who associate with individuals who are believed to be at risk.  Information For City Employees: If you are an employee within the department, are in good standing and meet both the minimum and preferred qualifications, then you will receive an initial interview.   Supplemental Questions  Required fields are indicated with an asterisk (*).    * The minimum qualifications for the Environmental Compliance Associate position are: Graduation with a Bachelor's degree from an accredited college or university in Environmental Science, Life Science, Natural Science, or related field, plus two (2) years of relevant experience. Graduation with a Master's degree from an accredited college or university may substitute for two (2) years of the required experience. One (1) additional year of experience may substitute for one (1) year of the required education with a maximum substitution of four (4) years. Do you meet these minimum qualifications?    Yes   No      * This position requires a valid Texas Driver License. Do you have a valid Texas Driver License or if selected for this position, do you have the ability to acquire a valid Texas Driver License by your hire date?    Yes   No      * The City of Austin Driver Eligibility Standards require that External New Hires meet the City’s Driver Record Evaluation (DRE) requisite. To be considered for a driving position, applicants cannot have more than three moving violations or a total of six Driver Record Evaluation points within a period of thirty-six (36) months. Do you meet this requirement?    Yes   No      * This position requires a criminal background check. By selecting the following, you are acknowledging that you understand if you are selected as a top candidate for this position, you will need a successful CBI to be hired.    I acknowledge and understand this position requires a Criminal Background Check.      * Please select the areas of regulatory/code enforcement you have experience with. (Select all that apply)    Issuing notices of violation/citations   Conducting field investigations   Reviewing compliance documentation   Drafting reminder letters   Calculating fines   None of the above      * Please select the applications you have experience using. (Select all that apply)    ArcGIS   Microsoft Excel   CC&B or other utility billing systems   WCTS or other enforcement tracking databases   Microsoft Word   None of the above      * Do you have experience interpreting and explaining technical data, policies and procedures to a wide audience including customers, plumbers, and contractors?    Yes   No      * Do you have demonstrated experience providing excellent customer service and facilitating resolution of complex customer issues, coordinating, collaborating, and working effectively with other departments or units within an organization and adapting communication styles to meet the needs of internal and external customers and business objectives?    Yes   No      * Are you able to work weekends, nights, and a seasonally adjusting scheduling that may include early mornings starting at 3:00 am and evenings until 11:00 pm?    Yes   No      * Were you referred to this opportunity by an Austin Water employee? If yes, please provide the employee’s full name.  (Open Ended Question)     Optional & Required Documents  Required Documents Optional Documents
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            General Description  We are excited to announce that we are accepting applications for the position of  Customer Service Specialist I.   This recruitment is scheduled to close once we receive 150 applications. Qualified candidates are encouraged to apply promptly as this recruitment may close at any time without notice.   The District     Irvine Ranch Water District (IRWD) is a progressive, values-driven agency, with an international reputation for its leading-edge financial management practices, water recycling program, water use efficiency practices, water banking, urban runoff treatment, and energy generation and storage. Established in 1961 as a California Water District under the provisions of the California Water Code, IRWD is an independent special district serving central Orange County. IRWD provides high-quality drinking water, reliable sewage collection and treatment, ground-breaking recycled water programs, and environmentally sound urban runoff treatment to its customers. As an independent, not-for-profit public agency, IRWD is governed by a publicly elected five-member Board of Directors. The Board is responsible for the District's policies and decision-making. Day-to-day operations are supervised by the General Manager. Additional information can be found at the District's website: www.IRWD.com.     The Position    Under direct supervision, the Customer Service Specialist I will perform administrative duties for the Customer Service department including responding to customer questions and concerns with regards to billing, adjustment of accounts, or water and sewer service- related situations.    The ideal candidate   will show interest and understand the needs, expectations, and circumstances of Irvine Ranch Water District (IRWD) customers. They will show a high level of care and thoroughness when taking requests regarding water and sewer services, answering and resolving billing questions, and accepting payments from customers. The ideal candidate will maintain focus and quality under distracting working conditions or high workloads. They will be able to complete their assigned duties thoroughly, efficiently, and adjust quickly to changes in assignments and priorities. Lastly, the ideal candidate will follow through on assignments and meet deadlines while adhering to policies and procedures.   For this recruitment, a candidate who is bilingual in Mandarin or Spanish is highly desired.   Summary of Duties  Take telephone, written and in-person requests regarding water and sewer service, and process utilizing the computer system.  Answer and resolve billing questions by telephone, written correspondence, emails, and in-person. Submit requests for adjustments to bills, if appropriate.  Accept payments from customers, prepare receipts, make change and create Customer Contacts on the computer system.   Educate customers regarding the District’s variance program. Assist with completion of applications, verify information and input into the computer system.   Receive, verify and record Temporary Construction Meter applications at the Customer Service front counter  Create and become advocate/responder for Customer Contacts and/or To Do’s on the computer system for all external/internal transactions.  Perform administrative job duties, including ordering supplies, distributing departmental mail, processing Customer Service Satisfaction Survey’s and completing expense reports.  Assist and provide back-up to the Customer Service Department as requested.  Comply with District safety work-related practices and attend relevant safety training.    When assigned to front desk receptionist duties:   Respond to all incoming calls to the District and route to appropriate department/person.  Greet, assign security badges, and direct internal/external customers and visitors to appropriate meeting rooms, department, or individual.  Receive U.S. mail, sign for certified mail, accept packages, and determine/direct to appropriate individual.  Monitor phone system to ensure proper functioning and notify appropriate individual of any problems.  Qualifications   Education:    High school graduation or equivalent is required. For degrees obtained outside of the U.S., an official equivalency evaluation is required.     Experience:    Two (2) years of general office experience with heavy customer contact is required.    License/Certifications Required:    A valid Class 'C' California Driver's License is required.    Additional Information    IRWD Corporate Values      Irvine Ranch Water District believes that its values drive the character, culture, and capacity of our organization. IRWD was built on values, and we weave them into the fabric of everything we do. Values are the ingredients in our recipe for both institutional and individual success. They are a code of conduct to promote positive outcomes for others and ourselves. They are more than words on a wall or a website. We live by them every day. We pledge to keep them relevant in an ever-changing world.   IRWD's employees enjoy working in a safe, supportive, and nurturing environment where they form strong bonds with fellow employees. To ensure effective communication and promote a collaborative team environment, employees report to work each day in the office or in the field, depending on their positions.    The physical and mental demands described below are representative of those that must be met by employees to successfully perform the essential functions of this class. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.    Language Ability and Interpersonal Communication  Ability to communicate effectively with all levels of office/field employees and management. Represent District in a professional manner when dealing with outside customers and suppliers. Ability to explain, demonstrate and clarify to others within well-established policies, procedures and standards, as well as the ability to follow specific instructions and respond to simple and difficult requests from others. Ability to effectively listen and communicate with multi-cultural customers.   Mathematical Ability  Ability to add, subtract, multiply, divide and calculate percentages, fractions and decimals. Ability to convert water equivalents.   Technology Ability  Intermediate computer knowledge and proficiency with MS Office Suite required. Keyboarding abilities sufficient to perform the job.   Judgment and Situational Reasoning Ability  Ability to use good personal judgment and discretion in performing all job functions. Ability to use good judgment in decision making with internal and external customers.   Physical Requirements  Regularly required to sit, walk, bend, stand and stoop. Ability to lift up to 35 lbs. to provide back up support to the mail room.   Environmental Adaptability  Noise level is equivalent to typical office conditions.  IRWD offers a comprehensive benefits package for eligible employees and their eligible dependents. These benefits include the following: retirement benefits; medical, dental, vision, and life insurance; anda variety of other benefits. Benefits may vary based on employment status. This benefits overview is intended to be a summary, is not intended to be all-inclusive,and may not be applicable to all employees.   Retirement   Employees hired on or after January 1, 2013:  The District, in compliance with the California Public Employees' Pension Reform Act of 2012 (PEPRA), implemented a third tier for new employees hired on or after January 1, 2013. New employees hired on or after January 1, 2013 who have not been in PERS membership or in membership with a reciprocal retirement system within 6 months of hire date will receive benefits under the California Public Employees Retirement System at a 2 percent at age 62 formula. This formula gradually increases to a maximum benefits of 2.5 percent at age 67. Final compensation calculations will be based on the highest three-year average of regular recurring pay. The District pays the employer's share of these costs. The employee share of the pension cost of 7.50% is paid in full by the employees hired under this formula.   Employees hired on or after September 29, 2012 or "Classic" PERS members hired on or after January 1, 2013:  On September 24, 2012, the IRWD Board of Directors approved the addition of a second tier to the CalPERS retirement benefits. New employees hired on or after September 29th through December 31, 2012, and employees hired on or after January 1, 2013 who have been in PERS membership or in membership with a reciprocal retirement system, will receive benefits under the California Public Employees Retirement System at 2 percent at age 60 formula. This formula gradually increases to a maximum benefit of 2.418% at age 63. The District pays the employer share of these costs and the employee share of the pension cost of 7% is paid in full by the employees hired under this formula. Final retirement compensation calculations are based on the highest three-year average of regular, recurring pay.  IRWDdoes not participate or pay into Social Security except for the Medicare portion.   Medical Insurance  IRWD contracts with CalPERS for medical insurance coverage. Employees may elect coverage from a variety of PPO and HMO plans. The employee and District contribution for health insurance varies by plan.Coverage is effective the first day of the month following the date of hire.   Dental Insurance  IRWD contracts with Delta Dental for dental coverage.IRWD pays 100% of the premium for dental coverage for eligible employees and their eligible dependents. Coverage is effective the first day of the month following the date of hire.   Vision Insurance  IRWD contracts with the EyeMed for vision coverage. IRWD pays 100% of the premium for vision coverage for eligible employees and their eligible dependents. Coverage is effective the first day of the month following the date of hire.   Life Insurance  Elgible employees are provided with life insurance coverage equal to three or four times their annual salary, depending on their level of compensation. Eligible dependents are also covered for a flat benefit amount. Coverage is effective the first day of the month following the date of hire.   Deferred Compensation  Participation in adeferred compensation plan is available through Empower Retirement. Enrollment is voluntary and contributions are employee-paid and subject to IRS limits. The District matches employee contributions up to 3% of base pay after 1 year of employment.   Paid Vacation  Eligible employees begin accruing vacation benefits at the rate of 80 hours per year for the first 5 years of employment and are eligible to use paid vacation time after 6 months of employment. Employees accrue 120 hours per year after 5 years of employment and 160 hours per year after 10 years of employment.   Paid Holidays  The District offers 11 scheduled paid holidaysplus one personal holiday per year.   Sick Leave  Eligible employees accrue 96 hours of sick leave annually.   Flexible Spending Accounts  Eligible employees may elect to participate in the District's Flex Advantage program. This program allows employees to deposit pre-tax dollars into special accounts to be used for a variety of purposes, including paying for qualified miscellaneous health care expenses and dependent care expenses. IRWD contracts with a third party administer to process payments from employee accounts using claim forms or a Flex Spending debit card.   Educational Assistance  The District will share in the pre-approved educational costs of tuition and books for employees who wish to attend college or take certification classes.
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        General Description  We are excited to announce that we are accepting applications for the position of  Customer Service Specialist I.   This recruitment is scheduled to close once we receive 150 applications. Qualified candidates are encouraged to apply promptly as this recruitment may close at any time without notice.   The District     Irvine Ranch Water District (IRWD) is a progressive, values-driven agency, with an international reputation for its leading-edge financial management practices, water recycling program, water use efficiency practices, water banking, urban runoff treatment, and energy generation and storage. Established in 1961 as a California Water District under the provisions of the California Water Code, IRWD is an independent special district serving central Orange County. IRWD provides high-quality drinking water, reliable sewage collection and treatment, ground-breaking recycled water programs, and environmentally sound urban runoff treatment to its customers. As an independent, not-for-profit public agency, IRWD is governed by a publicly elected five-member Board of Directors. The Board is responsible for the District's policies and decision-making. Day-to-day operations are supervised by the General Manager. Additional information can be found at the District's website: www.IRWD.com.     The Position    Under direct supervision, the Customer Service Specialist I will perform administrative duties for the Customer Service department including responding to customer questions and concerns with regards to billing, adjustment of accounts, or water and sewer service- related situations.    The ideal candidate   will show interest and understand the needs, expectations, and circumstances of Irvine Ranch Water District (IRWD) customers. They will show a high level of care and thoroughness when taking requests regarding water and sewer services, answering and resolving billing questions, and accepting payments from customers. The ideal candidate will maintain focus and quality under distracting working conditions or high workloads. They will be able to complete their assigned duties thoroughly, efficiently, and adjust quickly to changes in assignments and priorities. Lastly, the ideal candidate will follow through on assignments and meet deadlines while adhering to policies and procedures.   For this recruitment, a candidate who is bilingual in Mandarin or Spanish is highly desired.   Summary of Duties  Take telephone, written and in-person requests regarding water and sewer service, and process utilizing the computer system.  Answer and resolve billing questions by telephone, written correspondence, emails, and in-person. Submit requests for adjustments to bills, if appropriate.  Accept payments from customers, prepare receipts, make change and create Customer Contacts on the computer system.   Educate customers regarding the District’s variance program. Assist with completion of applications, verify information and input into the computer system.   Receive, verify and record Temporary Construction Meter applications at the Customer Service front counter  Create and become advocate/responder for Customer Contacts and/or To Do’s on the computer system for all external/internal transactions.  Perform administrative job duties, including ordering supplies, distributing departmental mail, processing Customer Service Satisfaction Survey’s and completing expense reports.  Assist and provide back-up to the Customer Service Department as requested.  Comply with District safety work-related practices and attend relevant safety training.    When assigned to front desk receptionist duties:   Respond to all incoming calls to the District and route to appropriate department/person.  Greet, assign security badges, and direct internal/external customers and visitors to appropriate meeting rooms, department, or individual.  Receive U.S. mail, sign for certified mail, accept packages, and determine/direct to appropriate individual.  Monitor phone system to ensure proper functioning and notify appropriate individual of any problems.  Qualifications   Education:    High school graduation or equivalent is required. For degrees obtained outside of the U.S., an official equivalency evaluation is required.     Experience:    Two (2) years of general office experience with heavy customer contact is required.    License/Certifications Required:    A valid Class 'C' California Driver's License is required.    Additional Information    IRWD Corporate Values      Irvine Ranch Water District believes that its values drive the character, culture, and capacity of our organization. IRWD was built on values, and we weave them into the fabric of everything we do. Values are the ingredients in our recipe for both institutional and individual success. They are a code of conduct to promote positive outcomes for others and ourselves. They are more than words on a wall or a website. We live by them every day. We pledge to keep them relevant in an ever-changing world.   IRWD's employees enjoy working in a safe, supportive, and nurturing environment where they form strong bonds with fellow employees. To ensure effective communication and promote a collaborative team environment, employees report to work each day in the office or in the field, depending on their positions.    The physical and mental demands described below are representative of those that must be met by employees to successfully perform the essential functions of this class. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.    Language Ability and Interpersonal Communication  Ability to communicate effectively with all levels of office/field employees and management. Represent District in a professional manner when dealing with outside customers and suppliers. Ability to explain, demonstrate and clarify to others within well-established policies, procedures and standards, as well as the ability to follow specific instructions and respond to simple and difficult requests from others. Ability to effectively listen and communicate with multi-cultural customers.   Mathematical Ability  Ability to add, subtract, multiply, divide and calculate percentages, fractions and decimals. Ability to convert water equivalents.   Technology Ability  Intermediate computer knowledge and proficiency with MS Office Suite required. Keyboarding abilities sufficient to perform the job.   Judgment and Situational Reasoning Ability  Ability to use good personal judgment and discretion in performing all job functions. Ability to use good judgment in decision making with internal and external customers.   Physical Requirements  Regularly required to sit, walk, bend, stand and stoop. Ability to lift up to 35 lbs. to provide back up support to the mail room.   Environmental Adaptability  Noise level is equivalent to typical office conditions.  IRWD offers a comprehensive benefits package for eligible employees and their eligible dependents. These benefits include the following: retirement benefits; medical, dental, vision, and life insurance; anda variety of other benefits. Benefits may vary based on employment status. This benefits overview is intended to be a summary, is not intended to be all-inclusive,and may not be applicable to all employees.   Retirement   Employees hired on or after January 1, 2013:  The District, in compliance with the California Public Employees' Pension Reform Act of 2012 (PEPRA), implemented a third tier for new employees hired on or after January 1, 2013. New employees hired on or after January 1, 2013 who have not been in PERS membership or in membership with a reciprocal retirement system within 6 months of hire date will receive benefits under the California Public Employees Retirement System at a 2 percent at age 62 formula. This formula gradually increases to a maximum benefits of 2.5 percent at age 67. Final compensation calculations will be based on the highest three-year average of regular recurring pay. The District pays the employer's share of these costs. The employee share of the pension cost of 7.50% is paid in full by the employees hired under this formula.   Employees hired on or after September 29, 2012 or "Classic" PERS members hired on or after January 1, 2013:  On September 24, 2012, the IRWD Board of Directors approved the addition of a second tier to the CalPERS retirement benefits. New employees hired on or after September 29th through December 31, 2012, and employees hired on or after January 1, 2013 who have been in PERS membership or in membership with a reciprocal retirement system, will receive benefits under the California Public Employees Retirement System at 2 percent at age 60 formula. This formula gradually increases to a maximum benefit of 2.418% at age 63. The District pays the employer share of these costs and the employee share of the pension cost of 7% is paid in full by the employees hired under this formula. Final retirement compensation calculations are based on the highest three-year average of regular, recurring pay.  IRWDdoes not participate or pay into Social Security except for the Medicare portion.   Medical Insurance  IRWD contracts with CalPERS for medical insurance coverage. Employees may elect coverage from a variety of PPO and HMO plans. The employee and District contribution for health insurance varies by plan.Coverage is effective the first day of the month following the date of hire.   Dental Insurance  IRWD contracts with Delta Dental for dental coverage.IRWD pays 100% of the premium for dental coverage for eligible employees and their eligible dependents. Coverage is effective the first day of the month following the date of hire.   Vision Insurance  IRWD contracts with the EyeMed for vision coverage. IRWD pays 100% of the premium for vision coverage for eligible employees and their eligible dependents. Coverage is effective the first day of the month following the date of hire.   Life Insurance  Elgible employees are provided with life insurance coverage equal to three or four times their annual salary, depending on their level of compensation. Eligible dependents are also covered for a flat benefit amount. Coverage is effective the first day of the month following the date of hire.   Deferred Compensation  Participation in adeferred compensation plan is available through Empower Retirement. Enrollment is voluntary and contributions are employee-paid and subject to IRS limits. The District matches employee contributions up to 3% of base pay after 1 year of employment.   Paid Vacation  Eligible employees begin accruing vacation benefits at the rate of 80 hours per year for the first 5 years of employment and are eligible to use paid vacation time after 6 months of employment. Employees accrue 120 hours per year after 5 years of employment and 160 hours per year after 10 years of employment.   Paid Holidays  The District offers 11 scheduled paid holidaysplus one personal holiday per year.   Sick Leave  Eligible employees accrue 96 hours of sick leave annually.   Flexible Spending Accounts  Eligible employees may elect to participate in the District's Flex Advantage program. This program allows employees to deposit pre-tax dollars into special accounts to be used for a variety of purposes, including paying for qualified miscellaneous health care expenses and dependent care expenses. IRWD contracts with a third party administer to process payments from employee accounts using claim forms or a Flex Spending debit card.   Educational Assistance  The District will share in the pre-approved educational costs of tuition and books for employees who wish to attend college or take certification classes.
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            Position/Program Information   EXAM NUMBER:   PH5670G    FIRST DAY OF    FILING   :   Beginning Wednesday, November 4, 2020, at 8:30 a.m., Pacific Time (PT) Until the needs of the service are met and is subject to closure without prior notice.   TYPE OF RECRUITMENT:   Open Competitive Job Opportunity   Position Information : As a trainee, learns techniques for conducting environmental health inspections and investigations.   Classification Standards:  Under close administrative and technical supervision, positions allocable to this class receive a maximum of two years of extensive formal and on-the-job training in techniques and procedures for conducting environmental health inspections, investigations, and enforcement, as well as application of these techniques and procedures in the field, in compliance with Federal, State, and County public health laws, and with policies and procedures governing the environmental health program.  Essential Job Functions  Attends formal training sessions to receive instruction in environmental management principles, methods, and techniques and orientation to the organization, departmental policies, and procedures of the Environmental Health Program.  Learns to conduct periodic inspections of food establishments and restaurants for proper sanitary conditions by reviewing and observing to ensure that food is unspoiled, properly labeled, stored, handled, and protected from contaminants.  Reviews and observes utensil washing and sanitizing procedures by testing water temperatures and cleaning agents and facilities to ensure that these meet Federal, State, and local legal requirements.  Ensures that food equipment, such as stoves, and refrigerators, and other cooking equipment and appliances are clean and in good repair.  Learns to conduct investigations of complaints concerning the infestation of rodents, and inspects by examining premises for evidence of infestation such as telltale signs and avenues of entry and placing poisons.  Learns to conduct investigations of complaints regarding improper disposal of garbage, rubbish and sewage, and other unsanitary conditions in buildings, dwellings and retail food or other establishments by conducting inspections of premises for adequate disposal facilities.  Learns to conduct investigations concerning the disposal of garbage, rubbish and sewage under public health laws by inspecting the collection trucks, sanitary landfills, recycle sites, and refuse transfer stations used by private residential refuse collectors operating in unincorporated areas and contract cities to ensure that collection trucks are in good repair, properly covered and no spillage, and that landfills, recycle sites, and refuse transfer stations do not provide insect or rodent harborage or emit excessive odors or dust.  Meets with community groups within an assigned area and attempts to establish rapport for the purpose of solving problems related to environmental health.  Learns to participate in prosecution of environmental sanitation cases of non-compliance with public health laws and regulations by preparing evidence such as meat samples and the findings of laboratory technicians who conducted the tests, completing inspection forms, attending office hearings, conferring with city or the district attorney, and testifying in court as a representative of the Department of Public Health.  Maintains records of work performed.  Requirements   Selection Requirements:    Meet the following requirements at the time of filing in order to move forward in the exam process.  A Bachelor's degree* from an accredited college, university, or educational institution approved by the California State Department of Public Health (CSDPH)or an educational institution of collegiate grade approved by the American Council on EducationA letter** from the California State Department of Public Health verifying eligibility to work as an Environmental Health Specialist Trainee, dated no earlier than 30 months from the date of application.A valid California Class C Driver License.***    Physical Class:   3 - Moderate.  Includes standing or walking most of the time, with bending, stooping, squatting, twisting, and reaching; includes working on irregular surfaces, occasionally lifting objects weighing over 25 pounds, and frequent lifting of 10-25 pounds.   Special Requirement Information:   *In order to receive credit for any type of college or university degree, such as a Bachelor's Degree or higher, you  must attach a legible copy of the Official Diploma, Official Transcript(s), or Official Letter from the accredited institution, which shows the area of specialization and the date the degree was awarded, with Registrar's signature and school seal, to the application.   Foreign degrees must be evaluated for equivalency to United States accredited institutions standards by an academic credential evaluation agency recognized by The National Association of Credential Evaluation Services  or  the Association of International Credential Evaluators, Inc. (AICE). (see Employment Information under Accreditation Information)    **A legible photocopy of the required letter from the CSDPH, dated no earlier than 30 months from the date of the application, verifying eligibility to work as an Environmental Health Specialist Trainee must be attached to the application at the time of filing. If you are unable to attach the photocopy of the letter to the application you may e-mail the document to HRExams@ph.lacounty.gov within 15 calendar days of filing. If submitted after the time frame your application will be considered incomplete and not accepted.   For information on how to obtain the letter from the California State Department of Public Health (CSDPH) verifying eligibility to work as an Environmental Health Specialist Trainee, you may call (916) 449-5662 or click on the link below: https://www.cdph.ca.gov/Programs/CEH/DRSEM/Pages/EMB/REHS/REHS.aspx     ***A legible photocopy of the required valid California Class C Driver License must be attached to the application at the time of filing. If you are unable to attach the photocopy of the license to the application you may e-mail it to HRExams@ph.lacounty.gov within 15 calendar days of filing. If submitted after the time frame your application will be considered incomplete and not accepted.   Successful applicants for positions that require driving must obtain and present a copy of their driving record from the California State Department of Motor Vehicles before final appointment.  Applicants should not present a copy of their driving history until asked to do so by the hiring department.  The County will make an individualized assessment of whether an applicant's driving history has a direct or adverse relationship with the specific duties of the job. Driver license must not be currently suspended, restricted, or revoked.        Desirable Qualifications:    Credit will be given to applicants who possess the following desirable qualifications.  Experience using Microsoft Excel, Microsoft Word, Microsoft Outlook, Microsoft Access, or PowerPoint.  Experience preparing or assisting in gathering and preparing information for various reports, correspondence or presentations.  Master's degree from an accredited college or university.    Additional Information   Examination Content:  Our examination will consist of an evaluation of the requirements and evaluation of experience based on desirable qualifications and supplemental questionnaire at the time of filing  weighted 100%.  Applicants must meet the requirements listed above   and achieve a passing score of 70% or higher on the examination content in order to be added to the hiring list (Eligible Register) for consideration of employment.   Passing this examination and being added to the Eligible Register does not guarantee an offer of employment.   NO PERSON MAY COMPETE IN THIS EXAMINATION MORE THAN ONCE EVERY TWELVE (12) MONTHS .   Vacancy Information:  The eligible register resulting from this examination will be used to fill temporary vacancies in the Department of Public Health, Environmental Health Services as they occur.   What to expect next:    We ask that you submit an application through the "Apply" link at the top of the opportunity posting using your own user ID and password (using a family member or friend's user ID may erase a candidate's original application record). Applications must be filed online only. You can also track the status of your application using this website.   The acceptance of your application depends on whether you have clearly shown that you meet the requirements stated above.  Complete applications will be processed on an  "as-received"  basis and those qualified candidates with a passing score on the assessment will be promulgated to the eligible register accordingly.  The names of the qualified candidates with a passing score in the examination will be placed on the eligible register in the order of their score group for a period of twelve (12) months from the date of promulgation.     Fair Chance Employer:  The County of Los Angeles is a Fair Chance employer. Except for a very limited number of positions, you will not be asked to provide information about a conviction history unless you receive a contingent offer of employment. The County will make an individual assessment of whether your conviction history has a direct or adverse relationship with the specific duties of the job, and consider potential mitigating factors, including, but not limited to, evidence and extent of rehabilitation, recency of offense(s), and age at the time of the offense(s).   If asked to provide information about a conviction history, any convictions or court records which are exempted by a valid court order do not have to be disclosed.    Have any questions about anything? Please contact us using the following information:   Available Shift:  Any  California Relay Services Phone:  (800) 735-2922  Teletype Phone:  (800) 899-4099  Alternate Teletype Phone:  (800) 897-0077  Exam Number:  PH5670G  Department Contact Name:  Exam Analyst  Department Contact Phone:  (323) 659-6546  Department Contact Email:  HRExams@ph.lacounty.gov  For detailed information, please click  here 
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        Position/Program Information   EXAM NUMBER:   PH5670G    FIRST DAY OF    FILING   :   Beginning Wednesday, November 4, 2020, at 8:30 a.m., Pacific Time (PT) Until the needs of the service are met and is subject to closure without prior notice.   TYPE OF RECRUITMENT:   Open Competitive Job Opportunity   Position Information : As a trainee, learns techniques for conducting environmental health inspections and investigations.   Classification Standards:  Under close administrative and technical supervision, positions allocable to this class receive a maximum of two years of extensive formal and on-the-job training in techniques and procedures for conducting environmental health inspections, investigations, and enforcement, as well as application of these techniques and procedures in the field, in compliance with Federal, State, and County public health laws, and with policies and procedures governing the environmental health program.  Essential Job Functions  Attends formal training sessions to receive instruction in environmental management principles, methods, and techniques and orientation to the organization, departmental policies, and procedures of the Environmental Health Program.  Learns to conduct periodic inspections of food establishments and restaurants for proper sanitary conditions by reviewing and observing to ensure that food is unspoiled, properly labeled, stored, handled, and protected from contaminants.  Reviews and observes utensil washing and sanitizing procedures by testing water temperatures and cleaning agents and facilities to ensure that these meet Federal, State, and local legal requirements.  Ensures that food equipment, such as stoves, and refrigerators, and other cooking equipment and appliances are clean and in good repair.  Learns to conduct investigations of complaints concerning the infestation of rodents, and inspects by examining premises for evidence of infestation such as telltale signs and avenues of entry and placing poisons.  Learns to conduct investigations of complaints regarding improper disposal of garbage, rubbish and sewage, and other unsanitary conditions in buildings, dwellings and retail food or other establishments by conducting inspections of premises for adequate disposal facilities.  Learns to conduct investigations concerning the disposal of garbage, rubbish and sewage under public health laws by inspecting the collection trucks, sanitary landfills, recycle sites, and refuse transfer stations used by private residential refuse collectors operating in unincorporated areas and contract cities to ensure that collection trucks are in good repair, properly covered and no spillage, and that landfills, recycle sites, and refuse transfer stations do not provide insect or rodent harborage or emit excessive odors or dust.  Meets with community groups within an assigned area and attempts to establish rapport for the purpose of solving problems related to environmental health.  Learns to participate in prosecution of environmental sanitation cases of non-compliance with public health laws and regulations by preparing evidence such as meat samples and the findings of laboratory technicians who conducted the tests, completing inspection forms, attending office hearings, conferring with city or the district attorney, and testifying in court as a representative of the Department of Public Health.  Maintains records of work performed.  Requirements   Selection Requirements:    Meet the following requirements at the time of filing in order to move forward in the exam process.  A Bachelor's degree* from an accredited college, university, or educational institution approved by the California State Department of Public Health (CSDPH)or an educational institution of collegiate grade approved by the American Council on EducationA letter** from the California State Department of Public Health verifying eligibility to work as an Environmental Health Specialist Trainee, dated no earlier than 30 months from the date of application.A valid California Class C Driver License.***    Physical Class:   3 - Moderate.  Includes standing or walking most of the time, with bending, stooping, squatting, twisting, and reaching; includes working on irregular surfaces, occasionally lifting objects weighing over 25 pounds, and frequent lifting of 10-25 pounds.   Special Requirement Information:   *In order to receive credit for any type of college or university degree, such as a Bachelor's Degree or higher, you  must attach a legible copy of the Official Diploma, Official Transcript(s), or Official Letter from the accredited institution, which shows the area of specialization and the date the degree was awarded, with Registrar's signature and school seal, to the application.   Foreign degrees must be evaluated for equivalency to United States accredited institutions standards by an academic credential evaluation agency recognized by The National Association of Credential Evaluation Services  or  the Association of International Credential Evaluators, Inc. (AICE). (see Employment Information under Accreditation Information)    **A legible photocopy of the required letter from the CSDPH, dated no earlier than 30 months from the date of the application, verifying eligibility to work as an Environmental Health Specialist Trainee must be attached to the application at the time of filing. If you are unable to attach the photocopy of the letter to the application you may e-mail the document to HRExams@ph.lacounty.gov within 15 calendar days of filing. If submitted after the time frame your application will be considered incomplete and not accepted.   For information on how to obtain the letter from the California State Department of Public Health (CSDPH) verifying eligibility to work as an Environmental Health Specialist Trainee, you may call (916) 449-5662 or click on the link below: https://www.cdph.ca.gov/Programs/CEH/DRSEM/Pages/EMB/REHS/REHS.aspx     ***A legible photocopy of the required valid California Class C Driver License must be attached to the application at the time of filing. If you are unable to attach the photocopy of the license to the application you may e-mail it to HRExams@ph.lacounty.gov within 15 calendar days of filing. If submitted after the time frame your application will be considered incomplete and not accepted.   Successful applicants for positions that require driving must obtain and present a copy of their driving record from the California State Department of Motor Vehicles before final appointment.  Applicants should not present a copy of their driving history until asked to do so by the hiring department.  The County will make an individualized assessment of whether an applicant's driving history has a direct or adverse relationship with the specific duties of the job. Driver license must not be currently suspended, restricted, or revoked.        Desirable Qualifications:    Credit will be given to applicants who possess the following desirable qualifications.  Experience using Microsoft Excel, Microsoft Word, Microsoft Outlook, Microsoft Access, or PowerPoint.  Experience preparing or assisting in gathering and preparing information for various reports, correspondence or presentations.  Master's degree from an accredited college or university.    Additional Information   Examination Content:  Our examination will consist of an evaluation of the requirements and evaluation of experience based on desirable qualifications and supplemental questionnaire at the time of filing  weighted 100%.  Applicants must meet the requirements listed above   and achieve a passing score of 70% or higher on the examination content in order to be added to the hiring list (Eligible Register) for consideration of employment.   Passing this examination and being added to the Eligible Register does not guarantee an offer of employment.   NO PERSON MAY COMPETE IN THIS EXAMINATION MORE THAN ONCE EVERY TWELVE (12) MONTHS .   Vacancy Information:  The eligible register resulting from this examination will be used to fill temporary vacancies in the Department of Public Health, Environmental Health Services as they occur.   What to expect next:    We ask that you submit an application through the "Apply" link at the top of the opportunity posting using your own user ID and password (using a family member or friend's user ID may erase a candidate's original application record). Applications must be filed online only. You can also track the status of your application using this website.   The acceptance of your application depends on whether you have clearly shown that you meet the requirements stated above.  Complete applications will be processed on an  "as-received"  basis and those qualified candidates with a passing score on the assessment will be promulgated to the eligible register accordingly.  The names of the qualified candidates with a passing score in the examination will be placed on the eligible register in the order of their score group for a period of twelve (12) months from the date of promulgation.     Fair Chance Employer:  The County of Los Angeles is a Fair Chance employer. Except for a very limited number of positions, you will not be asked to provide information about a conviction history unless you receive a contingent offer of employment. The County will make an individual assessment of whether your conviction history has a direct or adverse relationship with the specific duties of the job, and consider potential mitigating factors, including, but not limited to, evidence and extent of rehabilitation, recency of offense(s), and age at the time of the offense(s).   If asked to provide information about a conviction history, any convictions or court records which are exempted by a valid court order do not have to be disclosed.    Have any questions about anything? Please contact us using the following information:   Available Shift:  Any  California Relay Services Phone:  (800) 735-2922  Teletype Phone:  (800) 899-4099  Alternate Teletype Phone:  (800) 897-0077  Exam Number:  PH5670G  Department Contact Name:  Exam Analyst  Department Contact Phone:  (323) 659-6546  Department Contact Email:  HRExams@ph.lacounty.gov  For detailed information, please click  here 
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            CSUN strives to be a destination workplace, where everyone understands that they belong to a community that is vital in advancing student success and providing exemplary service to all stakeholders. We foster an environment of success, both for our students and our employees. We have a relentless passion for celebrating diversity, equity, and inclusion as well as being an employer of choice. You will also have the opportunity to realize your own personal goals and be recognized for the work you do, and enjoy the unique value the CSUN community can offer. If this sounds like you, you’ve come to the right place. Learn more: https://www.csun.edu/about-csun .   Major Duties    Under general supervision, the Environmental Health and Safety Specialist assists the Environmental Health and Safety (EH&S) department with the development, implementation, training, and maintenance of Campus EH&S programs. The incumbent helps ensure employee and student safety and regulatory compliance throughout the University.     Responsible for fume hood inspections, assessment and tracking of EH&S programs and records, asbestos sampling, PPE evaluations, industrial hygiene equipment inventory, and the collection/transportation/storage of campus wastes (e.g. hazardous, radioactive, medical).   Conducts office ergonomic evaluations, assists with hazardous materials/chemical inventories, student food safety inspections, and escorts federal/state/local agencies on inspections, active members of the University’s Emergency Response Team (i.e. hazardous materials emergency response).   Supports other EH&S programs such as Occupational Safety, Environmental Compliance, Hazardous Materials, and Emergency Response and Preparedness.   Performs other duties as assigned.      *NOTE: To view the full position description including all of the required qualifications copy and paste this link into your browser: https://mycsun.box.com/s/hamupon1ucdpxa0ga30vls3aicr7xi2j    Qualifications      Equivalent to graduation from an accredited four-year college or university in a job-related field.   Equivalent to three (3) years of full-time, progressively responsible technical, analytical, or administrative experience. Additional experience in job-related field may be substituted for up to two years of the required education, on a year-for-year basis.   Experience in the area of laboratory safety implementation/support, radiation safety, occupational safety, or related fields at an academic institution is preferred.   Knowledge and experience with the principles and practices of radiation safety and industrial hygiene are preferred.    CERTIFICATION : Hazardous Waste Operations and Emergency Response training 29 CFR Part 1910.120, Medical approval and training for the use of Respiratory Protection Equipment (e.g. N95, half-face, full-face, Self-Contained Breathing Apparatus (SCBA) negative pressure respirators). Accredited Asbestos Building Inspector, Certified Lead Sampling Technician, Certified California Underground Storage Tank System Operator, and Fork Lift Operator (current or acquire within 12 months of appointment)       Knowledge, Skills, & Abilities      Working knowledge of general practices, programs, and/or administrative specialties and working knowledge of operational analysis and techniques.   Ability to self-start and work independently in a university environment. Ability to communicate clearly and effectively with employees, supervisors and managers, solve technical problems with minimum assistance, wear and use respiratory protection (i.e. negative and positive pressure respirators)   Thorough knowledge of budgets, policies, procedures, and outside regulations pertaining to EH&S services.   Ability and specialized skills to expertly investigate and analyze problems with a broad administrative impact and implications.   Ability to: oversee and/or train others and provide lead work direction; interpret, and apply a wide variety of policies and procedures to develop conclusions and make recommendations; compile, write and present reports related to program or administrative specialty; and communicate clearly and effectively both orally and in writing.       Pay, Benefits, & Work Schedule      The university offers an excellent benefits package, including but not limited to: medical, dental, vision, retirement & savings, tuition waiver and more.   Classification: 1038 / Admin Analyst/Spclst 12 Mo / 2    The anticipated HIRING RANGE: $5100 - $ 6100per month, dependent upon qualifications and experience. The salary range for this classification is: $4379 - $7922 per month.   HOURS: Full Time; 40 hours per week; Monday through Friday; may include evenings and weekends.    This is a Regular position with a one-year probationary period.    The individual hired for this role will physically work on-campus in Northridge. However, this is subject to change after six (6) months on the job and dependent on operational needs a remote work day could be made available.        General Information      Applications received through February 26, 2024, will be considered in the initial review and review of applications will continue until position is filled.   This position is a sensitive position as designated by the CSU.   A background check (including a criminal records check) must be completed satisfactorily. Failure to satisfactorily complete the background check may affect the application status of applicants or continued employment of current CSU employees who apply for the position.   The person holding this position may be considered a 'mandated reporter' under the California Child Abuse and Neglect Reporting Act and is required to comply with the requirements set forth in CSU Executive Order 1083 as a condition of employment.   In accordance with the California State University (CSU) Out-of-State Employment Policy, the CSU is a state entity whose business operations reside within the State of California and prohibits hiring employees to perform CSU-related work outside of California.   Candidates should apply by completing the CSUN on-line application. To submit an application and for more detailed information on the application and hiring process, please visit this link: www.csun.edu/careers    The CSU recommends that faculty, staff, and students who are accessing campus facilities at any university location be immunized against SARS-CoV-2, the virus that causes COVID-19, and that all individuals who access any in-person program or activity (on- or off-campus) operated or controlled by the University follow COVID-19 vaccine recommendations adopted by the U.S. Centers for Disease Control and Prevention (CDC) and the California Department of Public Health (CDPH) applicable to their age, medical condition, and other relevant indications and comply with other safety measures established by each campus.       Equal Employment Opportunity    CSUN is an Equal Opportunity Employer and prohibits discrimination on the basis of race, color, ethnicity, ancestry, religion, national origin, age, gender, gender identity/expression, sexual orientation, genetic information, medical condition, marital status, covered military and veteran status, and disability. Reasonable accommodations will be provided for applicants with disabilities who self-disclose by contacting Recruitment Services at 818-677-2101.  Advertised: Feb 13 2024 Pacific Standard Time  Applications close:  Closing Date/Time:
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        CSUN strives to be a destination workplace, where everyone understands that they belong to a community that is vital in advancing student success and providing exemplary service to all stakeholders. We foster an environment of success, both for our students and our employees. We have a relentless passion for celebrating diversity, equity, and inclusion as well as being an employer of choice. You will also have the opportunity to realize your own personal goals and be recognized for the work you do, and enjoy the unique value the CSUN community can offer. If this sounds like you, you’ve come to the right place. Learn more: https://www.csun.edu/about-csun .   Major Duties    Under general supervision, the Environmental Health and Safety Specialist assists the Environmental Health and Safety (EH&S) department with the development, implementation, training, and maintenance of Campus EH&S programs. The incumbent helps ensure employee and student safety and regulatory compliance throughout the University.     Responsible for fume hood inspections, assessment and tracking of EH&S programs and records, asbestos sampling, PPE evaluations, industrial hygiene equipment inventory, and the collection/transportation/storage of campus wastes (e.g. hazardous, radioactive, medical).   Conducts office ergonomic evaluations, assists with hazardous materials/chemical inventories, student food safety inspections, and escorts federal/state/local agencies on inspections, active members of the University’s Emergency Response Team (i.e. hazardous materials emergency response).   Supports other EH&S programs such as Occupational Safety, Environmental Compliance, Hazardous Materials, and Emergency Response and Preparedness.   Performs other duties as assigned.      *NOTE: To view the full position description including all of the required qualifications copy and paste this link into your browser: https://mycsun.box.com/s/hamupon1ucdpxa0ga30vls3aicr7xi2j    Qualifications      Equivalent to graduation from an accredited four-year college or university in a job-related field.   Equivalent to three (3) years of full-time, progressively responsible technical, analytical, or administrative experience. Additional experience in job-related field may be substituted for up to two years of the required education, on a year-for-year basis.   Experience in the area of laboratory safety implementation/support, radiation safety, occupational safety, or related fields at an academic institution is preferred.   Knowledge and experience with the principles and practices of radiation safety and industrial hygiene are preferred.    CERTIFICATION : Hazardous Waste Operations and Emergency Response training 29 CFR Part 1910.120, Medical approval and training for the use of Respiratory Protection Equipment (e.g. N95, half-face, full-face, Self-Contained Breathing Apparatus (SCBA) negative pressure respirators). Accredited Asbestos Building Inspector, Certified Lead Sampling Technician, Certified California Underground Storage Tank System Operator, and Fork Lift Operator (current or acquire within 12 months of appointment)       Knowledge, Skills, & Abilities      Working knowledge of general practices, programs, and/or administrative specialties and working knowledge of operational analysis and techniques.   Ability to self-start and work independently in a university environment. Ability to communicate clearly and effectively with employees, supervisors and managers, solve technical problems with minimum assistance, wear and use respiratory protection (i.e. negative and positive pressure respirators)   Thorough knowledge of budgets, policies, procedures, and outside regulations pertaining to EH&S services.   Ability and specialized skills to expertly investigate and analyze problems with a broad administrative impact and implications.   Ability to: oversee and/or train others and provide lead work direction; interpret, and apply a wide variety of policies and procedures to develop conclusions and make recommendations; compile, write and present reports related to program or administrative specialty; and communicate clearly and effectively both orally and in writing.       Pay, Benefits, & Work Schedule      The university offers an excellent benefits package, including but not limited to: medical, dental, vision, retirement & savings, tuition waiver and more.   Classification: 1038 / Admin Analyst/Spclst 12 Mo / 2    The anticipated HIRING RANGE: $5100 - $ 6100per month, dependent upon qualifications and experience. The salary range for this classification is: $4379 - $7922 per month.   HOURS: Full Time; 40 hours per week; Monday through Friday; may include evenings and weekends.    This is a Regular position with a one-year probationary period.    The individual hired for this role will physically work on-campus in Northridge. However, this is subject to change after six (6) months on the job and dependent on operational needs a remote work day could be made available.        General Information      Applications received through February 26, 2024, will be considered in the initial review and review of applications will continue until position is filled.   This position is a sensitive position as designated by the CSU.   A background check (including a criminal records check) must be completed satisfactorily. Failure to satisfactorily complete the background check may affect the application status of applicants or continued employment of current CSU employees who apply for the position.   The person holding this position may be considered a 'mandated reporter' under the California Child Abuse and Neglect Reporting Act and is required to comply with the requirements set forth in CSU Executive Order 1083 as a condition of employment.   In accordance with the California State University (CSU) Out-of-State Employment Policy, the CSU is a state entity whose business operations reside within the State of California and prohibits hiring employees to perform CSU-related work outside of California.   Candidates should apply by completing the CSUN on-line application. To submit an application and for more detailed information on the application and hiring process, please visit this link: www.csun.edu/careers    The CSU recommends that faculty, staff, and students who are accessing campus facilities at any university location be immunized against SARS-CoV-2, the virus that causes COVID-19, and that all individuals who access any in-person program or activity (on- or off-campus) operated or controlled by the University follow COVID-19 vaccine recommendations adopted by the U.S. Centers for Disease Control and Prevention (CDC) and the California Department of Public Health (CDPH) applicable to their age, medical condition, and other relevant indications and comply with other safety measures established by each campus.       Equal Employment Opportunity    CSUN is an Equal Opportunity Employer and prohibits discrimination on the basis of race, color, ethnicity, ancestry, religion, national origin, age, gender, gender identity/expression, sexual orientation, genetic information, medical condition, marital status, covered military and veteran status, and disability. Reasonable accommodations will be provided for applicants with disabilities who self-disclose by contacting Recruitment Services at 818-677-2101.  Advertised: Feb 13 2024 Pacific Standard Time  Applications close:  Closing Date/Time:
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            Introduction   This is a reinstatement, transfer or voluntary demotion opportunity for current and former regularly appointed employees of Alameda County.       Reinstatement:     Pursuant to Civil Service Rule 1744: On the request of a department head and approval of the Commission, a regularly appointed employee who resigned in good standing may, within three years after the effective date of his/her resignation, be reinstated in a position in the class from which he/she resigned or in a position in another class for which he/she may be eligible as determined by the Commission. Appointments by reinstatement following resignation are subject to the probationary period established for the class. You must have been a classified County employee in the same job code or in a job code at the same salary maximum and left the County in good standing. In addition, you must meet the minimum and special qualifications of the specific position.      Transfer:    You must be a current County classified employee in the same job code or in a job code with the same salary maximum for which you are applying. In addition, you must meet the minimum and special qualifications of the specific position.      Voluntary Demotion:    You must be a current County classified employee in a job code which is at a higher salary maximum than the vacancy for which you are applying. In addition, you must meet the minimum and special qualifications of the specific position.   DESCRIPTION    THE AGENCY       Alameda County's Health Services Program is administered by the Health Care Services Agency and includes the following program areas: Behavioral Health Care, Public Health, Environmental Health, and Agency Administration/Indigent Health. The ultimate mission of the Health Care Services Agency is to provide fully integrated health care services through a comprehensive network of public and private partnerships that ensure optimal health and well-being and respect the diversity of all residents.     THE POSITION      Under direction, to provide community-based crisis intervention services for children and adult populations with mental health and/or substance abuse diagnoses on mobile crisis and mobile evaluation teams which includes direct client contact in the community, partnering with law enforcement, crisis intervention, field clinical assessments, outreach services, and other related duties as assigned. Work is performed seven days a week and assignment locations may vary in order to best serve the community.   DISTINGUISHING FEATURES   Behavioral Health Crisis Intervention Specialist I/II is a flexibly-staffed class series with the work normally performed at the II level, but with initial selection possible at the I level. Behavioral Health Crisis Intervention Specialist Is are expected to gain experience and demonstrate proficiency which qualifies them to promote to the Behavioral Health Crisis Intervention Specialist II. Upon successful completion of 12 months as a Behavioral Health Crisis Intervention Specialist I, the incumbent may be considered for potential flexing up to a Behavioral Health Crisis Intervention Specialist II based on the incumbent's demonstrated ability to perform at the journey level position on Mobile Crisis Teams (MCT) and Mobile Evaluation Teams (MET). Appointment at the I level will not be extended beyond 18 months.  Positions in this class series are located in the Behavioral Health Care Services' Crisis Response Services, which provides community based crisis prevention and early intervention services to clients and the community. Incumbents will report to a Behavioral Health Intervention Specialist supervisor. Behavioral Health Crisis Intervention Specialist IIs may provide direction to Behavioral Health Crisis Intervention Specialist Is and oversight and training to clinical interns.  This series is distinguished from the Behavioral Health Clinician series in that the Behavioral Health Clinician provides clinical and case management services to clients in a clinic setting, whereas, the Behavioral Health Crisis Intervention Specialist work is solely field based responding to crisis calls to de-escalate situations involving the most vulnerable populations in the community.  MINIMUM QUALIFICATIONS  Either I   The equivalent of 12 months full-time experience in the class of Behavioral Health Crisis Intervention Specialist I in the Alameda County classified service.  Or II   Experience :  The equivalent to three years full-time post licensure experience as a behavioral health/mental health clinician providing community based clinical and/or crisis management services.  Education :  Possession of a Master's degree from an accredited school in social work, marriage and family therapy, psychology, counseling, nursing, or related field.  License/Certification :  Possession of a valid clinical license from the applicable licensing authority: California Board of Behavioral Sciences, California Board of Psychology, or California Board of Registered Nursing.  Possession of a valid California Motor Vehicle Operator's license. Applicants must possess such license prior to appointment to such positions.  Special Requirements :  In compliance with the Administrative Simplification of provision of the Health Insurance Potability and Accountability Act of 1996 (HIPAA), employees in this classification are required to posses a National Provider Identifier (NPI) number prior to their first day on the job.  In compliance with Medicare regulations, eligible licensed clinicians in this classification are required to complete in the "Medicare Enrollment Process for Physicians and Non-Physician Practitioners" through the Center for Medicare and Medicaid Services (CMS) of the U.S. Department of Health and Human Services, prior to their first day on the job. Active enrollment in Medicare is a condition of employment. Failure to attain or maintain active enrollment will result in termination.  In compliance with the California Code of Regulations and the Board of Behavioral Science, clinicians in this classification will be required to complete "supervision training" to be eligible to provide supervision of trainees or inters.  NOTE : The Civil Service Commission may modify the above Minimum Qualifications ink the announcement of an examination.  KNOWLEDGE AND SKILLS  NOTE : The level and scope of the following knowledge and abilities are related to duties listed under the "Example of Duties" Section of this specification.   Knowledge of :       Welfare and Institution Code 5150 and 5585.   Crisis intervention techniques and theories.   Current theories, principles, and practices for services to clients with serious behavioral health care symptoms and diagnosis.   Psychological diagnostic methods and terminology.   Cultural and social factors affecting behavior patterns.   Wellness, recovery and resiliency oriented strategies and supports.   Dual recovery/co-occuring disorder treatment, screening and assessment tools.   Community needs, resources and organizations related to behavioral health care.   Clinical standards of practice and licensure requirements.   Principles and practices of direct client service delivery.   Principles of social needs, problems, attitudes and behavioral patterns.   Applicable federal, state and local laws, rules and regulations.   Office administrative practices and procedures, including records management and the operation of standard office equipment.   Computer applications related to the work.      Ability to :       Work primarily in the field.   Perform crisis intervention and individual counseling.   Work collaboratively with multi-disciplinary teams, community resources and organizations.   Organize and prioritize work and meet critical deadlines.   Interpret, explain, and apply regulations, policies and procedures.   Communicate clearly and effectively, both orally and in writing.   Analyze, evaluate and make sound decisions.   Prepare clear, accurate and effective reports, correspondence and other written materials.   Establish and maintain effective working relationships.   Work with a diverse population.      BENEFITS  Alameda County offers a comprehensive and competitive benefits package that affords wide-ranging health care options to meet the different needs of a diverse workforce and their families. We also sponsor many different employee discount, fitness and health screening programs focused on overall well being. These benefits include but are not limited to*:    For your Health & Well-Being      Medical - HMO & PPO Plans   Dental - HMO & PPO Plans   Vision or Vision Reimbursement   Share the Savings   Basic Life Insurance   Supplemental Life Insurance (with optional dependent coverage for eligible employees)   County Allowance Credit   Flexible Spending Accounts - Health FSA, Dependent Care and Adoption Assistance   Short-Term Disability Insurance   Long-Term Disability Insurance   Voluntary Benefits - Accident Insurance, Critical Illness, Hospital Indemnity and Legal Services   Employee Assistance Program      For your Financial Future      Retirement Plan - (Defined Benefit Pension Plan)   Deferred Compensation Plan (457 Plan or Roth Plan)      For your Work/Life Balance      12 paid holidays   Floating Holidays   Vacation and sick leave accrual   Vacation purchase program   Catastrophic Sick Leave   Group Auto/Home Insurance   Pet Insurance   Commuter Benefits Program   Guaranteed Ride Home   Employee Wellness Program (e.g. At Work Fitness, Incentive Based Programs, Gym Membership Discounts)   Employee Discount Program (e.g. theme parks, cell phone, etc.)   Child Care Resources   1 st United Services Credit Union     *Eligibility is determined by Alameda County and offerings may vary by collective bargaining agreement. This provides a brief summary of the benefits offered and can be subject to change.  Conclusion   TO APPLY: Please contact Sarah Ou by email to   sarah.ou@acgov.org        You are encouraged to apply immediately as this posting is open until filled and may close at anytime.     Alameda County is an Equal Opportunity Employer     AddThis Sharing Buttons  Closing Date/Time: Continuous
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        Introduction   This is a reinstatement, transfer or voluntary demotion opportunity for current and former regularly appointed employees of Alameda County.       Reinstatement:     Pursuant to Civil Service Rule 1744: On the request of a department head and approval of the Commission, a regularly appointed employee who resigned in good standing may, within three years after the effective date of his/her resignation, be reinstated in a position in the class from which he/she resigned or in a position in another class for which he/she may be eligible as determined by the Commission. Appointments by reinstatement following resignation are subject to the probationary period established for the class. You must have been a classified County employee in the same job code or in a job code at the same salary maximum and left the County in good standing. In addition, you must meet the minimum and special qualifications of the specific position.      Transfer:    You must be a current County classified employee in the same job code or in a job code with the same salary maximum for which you are applying. In addition, you must meet the minimum and special qualifications of the specific position.      Voluntary Demotion:    You must be a current County classified employee in a job code which is at a higher salary maximum than the vacancy for which you are applying. In addition, you must meet the minimum and special qualifications of the specific position.   DESCRIPTION    THE AGENCY       Alameda County's Health Services Program is administered by the Health Care Services Agency and includes the following program areas: Behavioral Health Care, Public Health, Environmental Health, and Agency Administration/Indigent Health. The ultimate mission of the Health Care Services Agency is to provide fully integrated health care services through a comprehensive network of public and private partnerships that ensure optimal health and well-being and respect the diversity of all residents.     THE POSITION      Under direction, to provide community-based crisis intervention services for children and adult populations with mental health and/or substance abuse diagnoses on mobile crisis and mobile evaluation teams which includes direct client contact in the community, partnering with law enforcement, crisis intervention, field clinical assessments, outreach services, and other related duties as assigned. Work is performed seven days a week and assignment locations may vary in order to best serve the community.   DISTINGUISHING FEATURES   Behavioral Health Crisis Intervention Specialist I/II is a flexibly-staffed class series with the work normally performed at the II level, but with initial selection possible at the I level. Behavioral Health Crisis Intervention Specialist Is are expected to gain experience and demonstrate proficiency which qualifies them to promote to the Behavioral Health Crisis Intervention Specialist II. Upon successful completion of 12 months as a Behavioral Health Crisis Intervention Specialist I, the incumbent may be considered for potential flexing up to a Behavioral Health Crisis Intervention Specialist II based on the incumbent's demonstrated ability to perform at the journey level position on Mobile Crisis Teams (MCT) and Mobile Evaluation Teams (MET). Appointment at the I level will not be extended beyond 18 months.  Positions in this class series are located in the Behavioral Health Care Services' Crisis Response Services, which provides community based crisis prevention and early intervention services to clients and the community. Incumbents will report to a Behavioral Health Intervention Specialist supervisor. Behavioral Health Crisis Intervention Specialist IIs may provide direction to Behavioral Health Crisis Intervention Specialist Is and oversight and training to clinical interns.  This series is distinguished from the Behavioral Health Clinician series in that the Behavioral Health Clinician provides clinical and case management services to clients in a clinic setting, whereas, the Behavioral Health Crisis Intervention Specialist work is solely field based responding to crisis calls to de-escalate situations involving the most vulnerable populations in the community.  MINIMUM QUALIFICATIONS  Either I   The equivalent of 12 months full-time experience in the class of Behavioral Health Crisis Intervention Specialist I in the Alameda County classified service.  Or II   Experience :  The equivalent to three years full-time post licensure experience as a behavioral health/mental health clinician providing community based clinical and/or crisis management services.  Education :  Possession of a Master's degree from an accredited school in social work, marriage and family therapy, psychology, counseling, nursing, or related field.  License/Certification :  Possession of a valid clinical license from the applicable licensing authority: California Board of Behavioral Sciences, California Board of Psychology, or California Board of Registered Nursing.  Possession of a valid California Motor Vehicle Operator's license. Applicants must possess such license prior to appointment to such positions.  Special Requirements :  In compliance with the Administrative Simplification of provision of the Health Insurance Potability and Accountability Act of 1996 (HIPAA), employees in this classification are required to posses a National Provider Identifier (NPI) number prior to their first day on the job.  In compliance with Medicare regulations, eligible licensed clinicians in this classification are required to complete in the "Medicare Enrollment Process for Physicians and Non-Physician Practitioners" through the Center for Medicare and Medicaid Services (CMS) of the U.S. Department of Health and Human Services, prior to their first day on the job. Active enrollment in Medicare is a condition of employment. Failure to attain or maintain active enrollment will result in termination.  In compliance with the California Code of Regulations and the Board of Behavioral Science, clinicians in this classification will be required to complete "supervision training" to be eligible to provide supervision of trainees or inters.  NOTE : The Civil Service Commission may modify the above Minimum Qualifications ink the announcement of an examination.  KNOWLEDGE AND SKILLS  NOTE : The level and scope of the following knowledge and abilities are related to duties listed under the "Example of Duties" Section of this specification.   Knowledge of :       Welfare and Institution Code 5150 and 5585.   Crisis intervention techniques and theories.   Current theories, principles, and practices for services to clients with serious behavioral health care symptoms and diagnosis.   Psychological diagnostic methods and terminology.   Cultural and social factors affecting behavior patterns.   Wellness, recovery and resiliency oriented strategies and supports.   Dual recovery/co-occuring disorder treatment, screening and assessment tools.   Community needs, resources and organizations related to behavioral health care.   Clinical standards of practice and licensure requirements.   Principles and practices of direct client service delivery.   Principles of social needs, problems, attitudes and behavioral patterns.   Applicable federal, state and local laws, rules and regulations.   Office administrative practices and procedures, including records management and the operation of standard office equipment.   Computer applications related to the work.      Ability to :       Work primarily in the field.   Perform crisis intervention and individual counseling.   Work collaboratively with multi-disciplinary teams, community resources and organizations.   Organize and prioritize work and meet critical deadlines.   Interpret, explain, and apply regulations, policies and procedures.   Communicate clearly and effectively, both orally and in writing.   Analyze, evaluate and make sound decisions.   Prepare clear, accurate and effective reports, correspondence and other written materials.   Establish and maintain effective working relationships.   Work with a diverse population.      BENEFITS  Alameda County offers a comprehensive and competitive benefits package that affords wide-ranging health care options to meet the different needs of a diverse workforce and their families. We also sponsor many different employee discount, fitness and health screening programs focused on overall well being. These benefits include but are not limited to*:    For your Health & Well-Being      Medical - HMO & PPO Plans   Dental - HMO & PPO Plans   Vision or Vision Reimbursement   Share the Savings   Basic Life Insurance   Supplemental Life Insurance (with optional dependent coverage for eligible employees)   County Allowance Credit   Flexible Spending Accounts - Health FSA, Dependent Care and Adoption Assistance   Short-Term Disability Insurance   Long-Term Disability Insurance   Voluntary Benefits - Accident Insurance, Critical Illness, Hospital Indemnity and Legal Services   Employee Assistance Program      For your Financial Future      Retirement Plan - (Defined Benefit Pension Plan)   Deferred Compensation Plan (457 Plan or Roth Plan)      For your Work/Life Balance      12 paid holidays   Floating Holidays   Vacation and sick leave accrual   Vacation purchase program   Catastrophic Sick Leave   Group Auto/Home Insurance   Pet Insurance   Commuter Benefits Program   Guaranteed Ride Home   Employee Wellness Program (e.g. At Work Fitness, Incentive Based Programs, Gym Membership Discounts)   Employee Discount Program (e.g. theme parks, cell phone, etc.)   Child Care Resources   1 st United Services Credit Union     *Eligibility is determined by Alameda County and offerings may vary by collective bargaining agreement. This provides a brief summary of the benefits offered and can be subject to change.  Conclusion   TO APPLY: Please contact Sarah Ou by email to   sarah.ou@acgov.org        You are encouraged to apply immediately as this posting is open until filled and may close at anytime.     Alameda County is an Equal Opportunity Employer     AddThis Sharing Buttons  Closing Date/Time: Continuous
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            Title:  Admissions and Records Specialist II (Sub)   Job Category:  NBU   Job Opening Date:  April 02, 2024   Job Closing Date:  June 30, 2024   Locations:  Saddleback College   Department:    Pay Grade, for more information click on this link:     https://www.socccd.edu/departments/human-resources/contracts-and-salary-schedules    Pay Type:  Hourly   Hours Per Week:  0   Job Description:   Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class. Specifications are not intended to reflect all duties performed within the job.  SUMMARY DESCRIPTION  Under general supervision from assigned supervisory or management staff, performs the full range of routine technical and clerical duties in support of the Admissions and Records functions including in the areas of student registration and admissions and records input, retrieval, and maintenance; modifies and corrects student records; processes transcripts; performs a variety of data processing operations including to audit and review data entry; and responds to questions and requests for information from students, staff, and the general public received by phone, e-mail, or in-person.  DISTINGUISHING CHARACTERISTICS  This is the journey level class within the Admissions and Records Specialist series. Employees within this class are distinguished from the Admissions and Records Specialist I by the performance of the full range of duties as assigned including modifying and correcting student records, processing transcripts, and performing a variety of data processing operations including auditing and reviewing data entry. Employees at this level receive only occasional instruction or assistance as new or unusual situations arise, and are fully aware of the operating procedures and policies of the work unit.  This class is distinguished from the Admissions and Records Specialist III class in that the latter is assigned a full range of computer operation tasks including responsibility for the automated generation of accurate grade reports, collection sheets, the scanning system, and the web application system in addition to the full range of duties assigned to Admissions and Records Specialist II incumbents. This class is distinguished from the Senior Admissions and Records Specialist in that the latter evaluate transcripts and residency applications, or serve as regular lead during registration.  REPRESENTATIVE DUTIES  The following duties are typical for this classification. Incumbents may not perform all of the listed duties and/or may be required to perform additional or different duties from those set forth below to address business needs and changing business practices.  Perform transactions that involve correcting student academic records as necessary; recalculate grade points and semester units; enter academic notations on student records; post credit by examining classes and grades.  Receive and process transcript requests; review transcripts for accuracy and research information including student holds, identification numbers, and related items; correct student academic records as directed; prepare and generate transcripts including inputting information and printing transcripts; cashier transcript requests; track number of transcripts processed; post transcripts processed to student's records.  Process verification requests of enrollment, status, and academic history; create and prepare forms and letters verifying student status and academic history; track number of verifications processed; post verifications processed to student's records; cashier verification requests.  Research and respond to student and instructor's inquiries regarding grade problems; research into registration issues.  Prepare, duplicate, and distribute correspondence to instructors regarding grade submittal and collection; review all grade documents for completion and accuracy; prepare correspondence and return problem documents to instructors; notify appropriate staff of missing grades.  Distribute, prepare, maintain, and verify records of weekly, daily, and positive attendance rosters; input grades and positive attendance hours in the computer system.  Receive and process web applications; download web application online; review information and identify any discrepancies; send registration appointment via email to student; follow-up with student for any incomplete information; respond to inquiries made through the web pages.  Receive and log incoming data for processing; verify information for accuracy and completeness; identify errors and make necessary correction or refer to appropriate party; prepare materials for data entry; enter data; receive computer-produced output and verify for accuracy and completeness; initiate correction to output as necessary; prepare, log, and distribute output reports and data; maintain files, source documents, and related data; assist in coding documents.  Organize, monitor for accuracy, correct, and complete the K-12 and Emeritus enrollment process; review K-12 permit forms for accuracy, verify that appropriate and valid signatures have been provided, and assess for unit limitation compliance; retrieve and review periodic reports to assure that program participants remain in compliance.  Assign and input all "priority registration" codes for athletes, D.S.P.S, and E.O.P.S. eligible participants.  Process Supportive Services office requests for D.S.P.S and E.O.P.S. students involving Admissions and Records functions.  Post all "unit overload" approvals forwarded to Admissions and Records by the Counseling Office.  Prepare flyers for students with information pertaining to Cal Grant grade point average verification acceptance and processing; answer inquiries pertaining to Cal Grants; compile student's academic records for evaluation; submit student's grade point averages on-line to the California Student Aid Commission within established deadlines.  Provide support and coverage to other Admissions and Records Office functions and programs including counter, phones, grades, and verifications.  Respond to telephone, email, and personal inquiries regarding registration, application, residency, high school permits, telephone and Internet registration and applications, transcripts, and course schedules; disperse forms and answer general information questions; refer complex questions to higher-level admissions and records staff.  Receive application forms; review for accuracy; input into computer terminal; assign identification number; schedule appointments.  Accept transcripts, verification forms, reclass of residency forms, and related forms; receive special petition forms including general petitions, illegal repeat forms, readmission after dismissal forms, applications for certificates or Associate degree, and other forms; process special request for registration; accept and process student data changes.  Assist students in filling out transcript request forms, add/drop cards, petitions, grade requests, and other Admissions and Records forms; input information into computer terminal. Collect fees; input/post charges, cash/check/bankcard transactions/payments, and other information to student accounts; issue receipts; close out and balance registers; prepare monies for bank deposit by reconciling funds and closing accounting pages.  Process on-line registration, drops, and adds; respond to inquiries made through the web pages.  Monitor enrollment of courses; notify students of filled, canceled, or changed classes.  Process, scan, and input student documents into the document imaging management system; prioritize the scanning of documents; separate documents by type and prepare documents for scanning; scan, index, and post documents and information including applications, residency documentation, incoming transcripts, high school permits, evaluations, petitions, test scores, and other documents; review scanned materials for accuracy and clarity; file or dispose of documents when posted; troubleshoot basic system problems as necessary.  Retrieve, open, sort, and distribute mail for the department; respond to inquires related to assigned area including inquiries regarding the arrival of incoming official transcripts.  Order, stock, and maintain office supplies including needed forms; file and stock transcript paper, special envelops, stamps, toner, cartridges; class schedules, applications, data change forms, add and drop forms, and related forms; maintain counter inventory sheets.  May assist in the hiring and training of part-time clerks and new specialists; prepare procedural manual; update procedural manual with changes made to programs and new office requirements.  Utilize various computer applications and software packages; maintain and generate reports from a database or network system.  Operate office equipment including computer equipment, typewriter, calculator, copier, and facsimile machine.  Perform related duties as required.  QUALIFICATIONS  The following generally describes the knowledge and ability required to enter the job and/or be learned within a short period of time in order to successfully perform the assigned duties.  Knowledge of:  Office procedures, methods, and equipment including computers and applicable software applications such as word processing, spreadsheets, and databases.  Principles, practices, and procedures of record keeping.  Business letter writing and basic report preparation.  Methods and standards used in processing College paperwork.  Principles and practices used to establish and maintain files and information retrieval systems.  Principles and techniques used in public relations including methods and techniques of proper counter, receptionist, and telephone etiquette.  Basic mathematical concepts.  Basic accounting procedures.  Work organization principles and practices.  English usage, grammar, spelling, punctuation, and vocabulary.  Ability to:  Understand the organization and operation of the assigned program area as necessary to assume assigned responsibilities.  Understand, interpret, and apply administrative and office policies and procedures as well as pertinent laws, regulations, and ordinances.  Perform a variety of specialized office support and clerical duties and activities of a general and specialized nature in support of the Admissions and Records functions.  Respond to requests and inquiries from students, staff, or the general public; effectively present information in person or on the telephone to students, staff, or the public.  Balance accounting ledgers and prepare monies for deposit.  Use sound judgment in recognizing scope of authority.  Type or enter data at a speed necessary for successful job performance.  Compile and organize data and information.  Maintain filing and record-keeping systems.  Exercise good judgment in maintaining information, records, and reports.  Plan and organize work to meet schedules and changing deadlines.  Operate office equipment including computers and supporting word processing, spreadsheet, and database applications.  Adapt to changing technologies and learn functionality of new equipment and systems.  Work under steady pressure with frequent interruptions and a high degree of public contact by phone or in person.  Work with and exhibit sensitivity to and understanding of the varied racial, ethnic, cultural, sexual orientation, academic, socio-economic, and disabled populations of community college students.  Communicate clearly and concisely, both orally and in writing.  Establish and maintain effective working relationships with those contacted in the course of work.  EDUCATION AND EXPERIENCE GUIDELINES  Any combination of education and experience that would likely provide the required knowledge and abilities is qualifying. A typical way to obtain the knowledge and abilities would be:  Education/Training:  Equivalent to the completion of the twelfth grade supplemented by specialized clerical or office related training or course work.  Experience:  Two years of increasingly responsible experience in admissions and records.  PHYSICAL DEMANDS AND WORKING ENVIRONMENT  The conditions herein are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential job functions.  Environment: Work is performed primarily in a standard office setting. Duties are typically performed at a desk or computer terminal; subject to noise from office equipment operation; frequent interruptions and contact in person and on the telephone with students, academic and classified staff, and others. At least minimal environmental controls are in place to assure health and comfort.  Physical: Primary functions require sufficient physical ability and mobility to work in an office setting; to stand or sit for prolonged periods of time; to occasionally stoop, bend, kneel, crouch, reach, and twist; to lift, carry, push, and/or pull light to moderate amounts of weight; to operate office equipment requiring repetitive hand movement and fine coordination including use of a computer keyboard; and to verbally communicate to exchange information. Vision: See in the normal visual range with or without correction. Hearing: Hear in the normal audio range with or without correction.  Additional Information:  $27.46/hr  Up to 25 hours per week  Schedule TBD  On-site only  This position is a short-term, temporary, hourly, Non-Bargaining Unit (NBU) assignment, not to exceed 160 days per fiscal year (July 1-June 30). The assignment is on an as needed basis, and may be shortened or extended at any time, due to departmental needs, with little to no notice. This recruitment will remain open until filled or withdrawn. Once you have submitted an application electronically, the current status of your application will be available to view at any time upon signing in under your personal username and password. Please do not call the Human Resources Office regarding the status of your application.  Employment with the South Orange County Community College District is contingent upon successful completion of the Human Resources pre-employment ("onboarding") process. The Human Resources onboarding process may include, but is not limited to, successful completion of Live Scan fingerprinting (approx.. $70), I-9 completion, background checks, reference checks, TB testing, as well as completion of the online onboarding process. Failure to successfully complete any portion of the onboarding process will invalidate any conditional job offer received. Falsification of, or omission on, any SOCCCD pre-employment information may result in withdrawal of any conditional job offer or termination of employment.  Short term, non-bargaining unit (NBU) positions may only be used on an intermittent/seasonal basis. Ed. Code sect. 88003 states "Short-term employee means any person who is employed to perform a service for the district, upon the completion of which, the service required or similar services will not be extended or needed on a continuing basis."   The Immigration Reform and Control Act of 1986, Public Law 99-603, requires that employers obtain documentation from every new employee which authorizes that individual to accept employment in this country.  Documentation according to USCIS I-9 guidelines (i.e. ID card and Social Security card) must be presented at the time of hire. Per IRS regulations, a Social Security card must be presented at the time of hire.   Inclusion, Diversity, and Equity:    The South Orange County Community College District is committed to creating an academic and work environment that fosters diversity, equity and inclusion and equal opportunity for all, and ensures that students, faculty, management and staff of all backgrounds feel welcome, included, supported, and safe. Our culture of belonging, openness, and inclusion, makes our district a unique and special place for individuals of all backgrounds.   Our District and our colleges are looking for equity and inclusion-minded applicants who represent the full diversity of California and who demonstrate a sensitivity to the understanding of diverse academic, socioeconomic, cultural, disability, gender identity, sexual orientation, and ethnic backgrounds present within our community. When you join our District, you can expect to be part of an exciting, thriving, equity-focused, and inclusive community that approaches higher education with the lens of social justice and collaboration among students, faculty, staff, administration, and community partners. In deciding whether to apply for a position with our District, you are strongly encouraged to consider whether your values align with our District's mission and goals for EEO, Diversity, Equity, and Inclusion.   Disability Accommodations:  If you require special accommodations in the application and/or selection process, please notify District Human Resources (DHR) at least two (2) business days prior to the Job Close Date/Initial Screening Date, by either calling (949) 582-4850 or sending an e-mail to  hrinfodesk@socccd.edu .   NBU at-will employment:  After successful completion of the onboarding requirements, an individual may be employed by the South Orange County Community College District as a short-term, temporary NBU employee. Employment will be on an "if and as needed" basis, as determined by the District. NBU employment is at-will, and either party may terminate this working relationship at any time. Neither party shall be required to provide any reason for the separation. NBU employees shall not have reemployment rights or recourse to petition to be reinstated.   Worksite: NBU employees are limited to working in a single position in one department/site   Work schedules:  Department/Division managers, administrators, and/or supervisors shall determine the work schedule of NBU employees to include the number of days and hours worked per week and the start and stop times.   160-day restriction:  NBU employees will not work more than 160 days (in any combination of NBU positions) no matter how many hours per day they work.   Payroll reporting period:  The payroll reporting period is from the 15th of the first month to the 14th of the next month.  NBU employees are paid on the 10th of the following month. Ex: Pay Period 01/15/23 through 02/14/23 will be paid on March 10th.   California Sick leave : NBU employees are eligible for California Sick leave per AB1522.  Information regarding AB1522 is provided to all NBU new hires during the onboarding process.   Retirement information:  NBU employees may not work more than 960 hours from July 1st-June 30th. NBU employees who work more than 1000 hours per fiscal year are required to contribute to the California Public Employees' Retirement System (CalPERS), through payroll deduction of about 7-9%. The District does not intend to employ NBU employees for more than 1,000 hours during any fiscal year.   Sexual Harassment/Discrimination:  The District is committed to providing an environment that respects the dignity of individuals and groups; is free of sexual harassment, exploitation, intimidation, violence, and other unlawful discrimination, preferential treatment, and harassment, including that which is based on any legally protected characteristic.     Equal Employment Opportunity:  It is the intent of the Board to establish and maintain within the District and all of its programs and activities a policy of equal opportunity in employment for all persons, and to prohibit discrimination, preferential treatment, or harassment based on sex, age, gender identity, gender expression, race, color, ethnic group identification, national origin, ancestry, religion, mental or physical disability, medical condition, genetic information, pregnancy, marital status or sexual orientation or because an individual is perceived as having one or more of the above characteristics.   Confidentiality:  Confidentiality of student and staff information is protected under federal law. Any information regarding students or staff that might be accessed in the course of a work assignment through a computer, student file, or other documentation, is to be used strictly to perform my job duties and may only be shared with those who are authorized to have such information.   Mandated reporter:  Child Abuse and Neglect Reporting: The South Orange County Community College District recognizes the responsibility of its staff to report to the appropriate agency when there is a reasonable suspicion that an abuse or neglect of a child may have occurred.  Elder and Dependent Adult Abuse Reporting: It is the policy of the South Orange County Community College District to treat reports of violence against elderly persons or dependent adults as high priority criminal activity that is to be fully investigated regardless of the relationship between the victim and the suspect(s).   Campus Crime and Safety Awareness : Information regarding campus crime and safety awareness can be found at www.saddleback.edu or www.ivc.edu.  Paper copies are available in Human Resources upon request.   Drug-Free Environment:   The District shall be free from all unlawful possession, use, or distribution of illicit drugs and alcohol by students and employees. The unlawful manufacture, distribution, dispensing, possession, or use of a controlled substance is prohibited in all facilities under the control and use of the District. Any student or employee who violates this policy will be subject to disciplinary action, consistent with local, state, or federal law, which may include the referral to an appropriate rehabilitation program, suspension, demotion, expulsion, or dismissal.   Smoke Free District:  It is the intent of the South Orange County Community College District to maintain an educational and workplace environment that is conductive to the health and safety of our students and employees. Realizing the health hazards posed by smoking and by second-hand smoke, it is policy of the South Orange County Community College District to maintain a smoke free environment for all district sites.  SPECIAL COVID-19 NOTICE:  Interviews may be held in-person (following all necessary precautions) or in a virtual format. Employees must reside in California while employed with the South Orange County Community College District (SOCCCD), even during remote work. Thank you for your continued interest in working at the SOCCCD.  The SOCCCD is committed to protecting the health and wellbeing of students, faculty, staff, administrators, and the communities it serves. More information can be found on our District website by visiting https://www.socccd.edu/communications/covid-19-information .  NOTICE TO ALL CANDIDATES FOR EMPLOYMENT:   The Immigration Reform and Control Act of 1986, Public Law 99-603, requires that employers obtain documentation from every new employee which authorizes that individual to accept employment in this country. SOCCCD will not sponsor any visa applications.  DISABILITY ACCOMMODATIONS:   If you require special accommodations in the application and/or selection process, please notify District Human Resources (DHR) at least two (2) business days prior to the Job Close Date/Initial Screening Date, by either calling (949) 582-4850 or sending an e-mail to hrinfodesk@socccd.edu .   CAMPUS CRIME AND SAFETY AWARENESS:   Information regarding campus crime and safety awareness can be found at www.saddleback.edu or www.ivc.edu. Paper copies are available in the District Human Resources (DHR) office upon request.  PLEASE NOTE:   A California Public Employees Retirement System (CalPERS) retiree may not accept employment until after the first 180 days of retirement. Anyone retired from CalPERS accepting permanent employment with this District will be required to reinstate as an active CalPERS member. Please contact CalPERS for additional information regarding your retirement status.  Any active vested member of California State Teachers Retirement System (CalSTRS), who accepts employment with the District to perform service that requires membership in CalPERS, is eligible to elect to continue retirement system coverage under CalSTRS.  DIVERSITY, EQUITY, INCLUSION, AND EQUAL EMPLOYMENT OPPORTUNITY:   The South Orange County Community College District is committed to creating an academic and work environment that fosters diversity, equity and inclusion and equal opportunity for all, and ensures that students, faculty, management and staff of all backgrounds feel welcome, included, supported, and safe. Our culture of belonging, openness, and inclusion, makes our district a unique and special place for individuals of all backgrounds.    Our District and our colleges are looking for equity and inclusion-minded applicants who represent the full diversity of California and who demonstrate a sensitivity to the understanding of diverse academic, socioeconomic, cultural, disability, gender identity, sexual orientation, and ethnic backgrounds present within our community. When you join our District, you can expect to be part of an exciting, thriving, equity-focused, and inclusive community that approaches higher education with the lens of social justice and collaboration among students, faculty, staff, administration, and community partners. In deciding whether to apply for a position with our District, you are strongly encouraged to consider whether your values align with our District's mission and goals for EEO, Diversity, Equity, and Inclusion.   SOCCCD IS AN EQUAL OPPORTUNITY EMPLOYER  Important:  You must make sure that you have completed your  application  for a  posting  by 11:59  p.m. , Pacific Time, on the posting's Job Close Date, along with any  required documents , in order to be considered for the position.
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        Title:  Admissions and Records Specialist II (Sub)   Job Category:  NBU   Job Opening Date:  April 02, 2024   Job Closing Date:  June 30, 2024   Locations:  Saddleback College   Department:    Pay Grade, for more information click on this link:     https://www.socccd.edu/departments/human-resources/contracts-and-salary-schedules    Pay Type:  Hourly   Hours Per Week:  0   Job Description:   Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class. Specifications are not intended to reflect all duties performed within the job.  SUMMARY DESCRIPTION  Under general supervision from assigned supervisory or management staff, performs the full range of routine technical and clerical duties in support of the Admissions and Records functions including in the areas of student registration and admissions and records input, retrieval, and maintenance; modifies and corrects student records; processes transcripts; performs a variety of data processing operations including to audit and review data entry; and responds to questions and requests for information from students, staff, and the general public received by phone, e-mail, or in-person.  DISTINGUISHING CHARACTERISTICS  This is the journey level class within the Admissions and Records Specialist series. Employees within this class are distinguished from the Admissions and Records Specialist I by the performance of the full range of duties as assigned including modifying and correcting student records, processing transcripts, and performing a variety of data processing operations including auditing and reviewing data entry. Employees at this level receive only occasional instruction or assistance as new or unusual situations arise, and are fully aware of the operating procedures and policies of the work unit.  This class is distinguished from the Admissions and Records Specialist III class in that the latter is assigned a full range of computer operation tasks including responsibility for the automated generation of accurate grade reports, collection sheets, the scanning system, and the web application system in addition to the full range of duties assigned to Admissions and Records Specialist II incumbents. This class is distinguished from the Senior Admissions and Records Specialist in that the latter evaluate transcripts and residency applications, or serve as regular lead during registration.  REPRESENTATIVE DUTIES  The following duties are typical for this classification. Incumbents may not perform all of the listed duties and/or may be required to perform additional or different duties from those set forth below to address business needs and changing business practices.  Perform transactions that involve correcting student academic records as necessary; recalculate grade points and semester units; enter academic notations on student records; post credit by examining classes and grades.  Receive and process transcript requests; review transcripts for accuracy and research information including student holds, identification numbers, and related items; correct student academic records as directed; prepare and generate transcripts including inputting information and printing transcripts; cashier transcript requests; track number of transcripts processed; post transcripts processed to student's records.  Process verification requests of enrollment, status, and academic history; create and prepare forms and letters verifying student status and academic history; track number of verifications processed; post verifications processed to student's records; cashier verification requests.  Research and respond to student and instructor's inquiries regarding grade problems; research into registration issues.  Prepare, duplicate, and distribute correspondence to instructors regarding grade submittal and collection; review all grade documents for completion and accuracy; prepare correspondence and return problem documents to instructors; notify appropriate staff of missing grades.  Distribute, prepare, maintain, and verify records of weekly, daily, and positive attendance rosters; input grades and positive attendance hours in the computer system.  Receive and process web applications; download web application online; review information and identify any discrepancies; send registration appointment via email to student; follow-up with student for any incomplete information; respond to inquiries made through the web pages.  Receive and log incoming data for processing; verify information for accuracy and completeness; identify errors and make necessary correction or refer to appropriate party; prepare materials for data entry; enter data; receive computer-produced output and verify for accuracy and completeness; initiate correction to output as necessary; prepare, log, and distribute output reports and data; maintain files, source documents, and related data; assist in coding documents.  Organize, monitor for accuracy, correct, and complete the K-12 and Emeritus enrollment process; review K-12 permit forms for accuracy, verify that appropriate and valid signatures have been provided, and assess for unit limitation compliance; retrieve and review periodic reports to assure that program participants remain in compliance.  Assign and input all "priority registration" codes for athletes, D.S.P.S, and E.O.P.S. eligible participants.  Process Supportive Services office requests for D.S.P.S and E.O.P.S. students involving Admissions and Records functions.  Post all "unit overload" approvals forwarded to Admissions and Records by the Counseling Office.  Prepare flyers for students with information pertaining to Cal Grant grade point average verification acceptance and processing; answer inquiries pertaining to Cal Grants; compile student's academic records for evaluation; submit student's grade point averages on-line to the California Student Aid Commission within established deadlines.  Provide support and coverage to other Admissions and Records Office functions and programs including counter, phones, grades, and verifications.  Respond to telephone, email, and personal inquiries regarding registration, application, residency, high school permits, telephone and Internet registration and applications, transcripts, and course schedules; disperse forms and answer general information questions; refer complex questions to higher-level admissions and records staff.  Receive application forms; review for accuracy; input into computer terminal; assign identification number; schedule appointments.  Accept transcripts, verification forms, reclass of residency forms, and related forms; receive special petition forms including general petitions, illegal repeat forms, readmission after dismissal forms, applications for certificates or Associate degree, and other forms; process special request for registration; accept and process student data changes.  Assist students in filling out transcript request forms, add/drop cards, petitions, grade requests, and other Admissions and Records forms; input information into computer terminal. Collect fees; input/post charges, cash/check/bankcard transactions/payments, and other information to student accounts; issue receipts; close out and balance registers; prepare monies for bank deposit by reconciling funds and closing accounting pages.  Process on-line registration, drops, and adds; respond to inquiries made through the web pages.  Monitor enrollment of courses; notify students of filled, canceled, or changed classes.  Process, scan, and input student documents into the document imaging management system; prioritize the scanning of documents; separate documents by type and prepare documents for scanning; scan, index, and post documents and information including applications, residency documentation, incoming transcripts, high school permits, evaluations, petitions, test scores, and other documents; review scanned materials for accuracy and clarity; file or dispose of documents when posted; troubleshoot basic system problems as necessary.  Retrieve, open, sort, and distribute mail for the department; respond to inquires related to assigned area including inquiries regarding the arrival of incoming official transcripts.  Order, stock, and maintain office supplies including needed forms; file and stock transcript paper, special envelops, stamps, toner, cartridges; class schedules, applications, data change forms, add and drop forms, and related forms; maintain counter inventory sheets.  May assist in the hiring and training of part-time clerks and new specialists; prepare procedural manual; update procedural manual with changes made to programs and new office requirements.  Utilize various computer applications and software packages; maintain and generate reports from a database or network system.  Operate office equipment including computer equipment, typewriter, calculator, copier, and facsimile machine.  Perform related duties as required.  QUALIFICATIONS  The following generally describes the knowledge and ability required to enter the job and/or be learned within a short period of time in order to successfully perform the assigned duties.  Knowledge of:  Office procedures, methods, and equipment including computers and applicable software applications such as word processing, spreadsheets, and databases.  Principles, practices, and procedures of record keeping.  Business letter writing and basic report preparation.  Methods and standards used in processing College paperwork.  Principles and practices used to establish and maintain files and information retrieval systems.  Principles and techniques used in public relations including methods and techniques of proper counter, receptionist, and telephone etiquette.  Basic mathematical concepts.  Basic accounting procedures.  Work organization principles and practices.  English usage, grammar, spelling, punctuation, and vocabulary.  Ability to:  Understand the organization and operation of the assigned program area as necessary to assume assigned responsibilities.  Understand, interpret, and apply administrative and office policies and procedures as well as pertinent laws, regulations, and ordinances.  Perform a variety of specialized office support and clerical duties and activities of a general and specialized nature in support of the Admissions and Records functions.  Respond to requests and inquiries from students, staff, or the general public; effectively present information in person or on the telephone to students, staff, or the public.  Balance accounting ledgers and prepare monies for deposit.  Use sound judgment in recognizing scope of authority.  Type or enter data at a speed necessary for successful job performance.  Compile and organize data and information.  Maintain filing and record-keeping systems.  Exercise good judgment in maintaining information, records, and reports.  Plan and organize work to meet schedules and changing deadlines.  Operate office equipment including computers and supporting word processing, spreadsheet, and database applications.  Adapt to changing technologies and learn functionality of new equipment and systems.  Work under steady pressure with frequent interruptions and a high degree of public contact by phone or in person.  Work with and exhibit sensitivity to and understanding of the varied racial, ethnic, cultural, sexual orientation, academic, socio-economic, and disabled populations of community college students.  Communicate clearly and concisely, both orally and in writing.  Establish and maintain effective working relationships with those contacted in the course of work.  EDUCATION AND EXPERIENCE GUIDELINES  Any combination of education and experience that would likely provide the required knowledge and abilities is qualifying. A typical way to obtain the knowledge and abilities would be:  Education/Training:  Equivalent to the completion of the twelfth grade supplemented by specialized clerical or office related training or course work.  Experience:  Two years of increasingly responsible experience in admissions and records.  PHYSICAL DEMANDS AND WORKING ENVIRONMENT  The conditions herein are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential job functions.  Environment: Work is performed primarily in a standard office setting. Duties are typically performed at a desk or computer terminal; subject to noise from office equipment operation; frequent interruptions and contact in person and on the telephone with students, academic and classified staff, and others. At least minimal environmental controls are in place to assure health and comfort.  Physical: Primary functions require sufficient physical ability and mobility to work in an office setting; to stand or sit for prolonged periods of time; to occasionally stoop, bend, kneel, crouch, reach, and twist; to lift, carry, push, and/or pull light to moderate amounts of weight; to operate office equipment requiring repetitive hand movement and fine coordination including use of a computer keyboard; and to verbally communicate to exchange information. Vision: See in the normal visual range with or without correction. Hearing: Hear in the normal audio range with or without correction.  Additional Information:  $27.46/hr  Up to 25 hours per week  Schedule TBD  On-site only  This position is a short-term, temporary, hourly, Non-Bargaining Unit (NBU) assignment, not to exceed 160 days per fiscal year (July 1-June 30). The assignment is on an as needed basis, and may be shortened or extended at any time, due to departmental needs, with little to no notice. This recruitment will remain open until filled or withdrawn. Once you have submitted an application electronically, the current status of your application will be available to view at any time upon signing in under your personal username and password. Please do not call the Human Resources Office regarding the status of your application.  Employment with the South Orange County Community College District is contingent upon successful completion of the Human Resources pre-employment ("onboarding") process. The Human Resources onboarding process may include, but is not limited to, successful completion of Live Scan fingerprinting (approx.. $70), I-9 completion, background checks, reference checks, TB testing, as well as completion of the online onboarding process. Failure to successfully complete any portion of the onboarding process will invalidate any conditional job offer received. Falsification of, or omission on, any SOCCCD pre-employment information may result in withdrawal of any conditional job offer or termination of employment.  Short term, non-bargaining unit (NBU) positions may only be used on an intermittent/seasonal basis. Ed. Code sect. 88003 states "Short-term employee means any person who is employed to perform a service for the district, upon the completion of which, the service required or similar services will not be extended or needed on a continuing basis."   The Immigration Reform and Control Act of 1986, Public Law 99-603, requires that employers obtain documentation from every new employee which authorizes that individual to accept employment in this country.  Documentation according to USCIS I-9 guidelines (i.e. ID card and Social Security card) must be presented at the time of hire. Per IRS regulations, a Social Security card must be presented at the time of hire.   Inclusion, Diversity, and Equity:    The South Orange County Community College District is committed to creating an academic and work environment that fosters diversity, equity and inclusion and equal opportunity for all, and ensures that students, faculty, management and staff of all backgrounds feel welcome, included, supported, and safe. Our culture of belonging, openness, and inclusion, makes our district a unique and special place for individuals of all backgrounds.   Our District and our colleges are looking for equity and inclusion-minded applicants who represent the full diversity of California and who demonstrate a sensitivity to the understanding of diverse academic, socioeconomic, cultural, disability, gender identity, sexual orientation, and ethnic backgrounds present within our community. When you join our District, you can expect to be part of an exciting, thriving, equity-focused, and inclusive community that approaches higher education with the lens of social justice and collaboration among students, faculty, staff, administration, and community partners. In deciding whether to apply for a position with our District, you are strongly encouraged to consider whether your values align with our District's mission and goals for EEO, Diversity, Equity, and Inclusion.   Disability Accommodations:  If you require special accommodations in the application and/or selection process, please notify District Human Resources (DHR) at least two (2) business days prior to the Job Close Date/Initial Screening Date, by either calling (949) 582-4850 or sending an e-mail to  hrinfodesk@socccd.edu .   NBU at-will employment:  After successful completion of the onboarding requirements, an individual may be employed by the South Orange County Community College District as a short-term, temporary NBU employee. Employment will be on an "if and as needed" basis, as determined by the District. NBU employment is at-will, and either party may terminate this working relationship at any time. Neither party shall be required to provide any reason for the separation. NBU employees shall not have reemployment rights or recourse to petition to be reinstated.   Worksite: NBU employees are limited to working in a single position in one department/site   Work schedules:  Department/Division managers, administrators, and/or supervisors shall determine the work schedule of NBU employees to include the number of days and hours worked per week and the start and stop times.   160-day restriction:  NBU employees will not work more than 160 days (in any combination of NBU positions) no matter how many hours per day they work.   Payroll reporting period:  The payroll reporting period is from the 15th of the first month to the 14th of the next month.  NBU employees are paid on the 10th of the following month. Ex: Pay Period 01/15/23 through 02/14/23 will be paid on March 10th.   California Sick leave : NBU employees are eligible for California Sick leave per AB1522.  Information regarding AB1522 is provided to all NBU new hires during the onboarding process.   Retirement information:  NBU employees may not work more than 960 hours from July 1st-June 30th. NBU employees who work more than 1000 hours per fiscal year are required to contribute to the California Public Employees' Retirement System (CalPERS), through payroll deduction of about 7-9%. The District does not intend to employ NBU employees for more than 1,000 hours during any fiscal year.   Sexual Harassment/Discrimination:  The District is committed to providing an environment that respects the dignity of individuals and groups; is free of sexual harassment, exploitation, intimidation, violence, and other unlawful discrimination, preferential treatment, and harassment, including that which is based on any legally protected characteristic.     Equal Employment Opportunity:  It is the intent of the Board to establish and maintain within the District and all of its programs and activities a policy of equal opportunity in employment for all persons, and to prohibit discrimination, preferential treatment, or harassment based on sex, age, gender identity, gender expression, race, color, ethnic group identification, national origin, ancestry, religion, mental or physical disability, medical condition, genetic information, pregnancy, marital status or sexual orientation or because an individual is perceived as having one or more of the above characteristics.   Confidentiality:  Confidentiality of student and staff information is protected under federal law. Any information regarding students or staff that might be accessed in the course of a work assignment through a computer, student file, or other documentation, is to be used strictly to perform my job duties and may only be shared with those who are authorized to have such information.   Mandated reporter:  Child Abuse and Neglect Reporting: The South Orange County Community College District recognizes the responsibility of its staff to report to the appropriate agency when there is a reasonable suspicion that an abuse or neglect of a child may have occurred.  Elder and Dependent Adult Abuse Reporting: It is the policy of the South Orange County Community College District to treat reports of violence against elderly persons or dependent adults as high priority criminal activity that is to be fully investigated regardless of the relationship between the victim and the suspect(s).   Campus Crime and Safety Awareness : Information regarding campus crime and safety awareness can be found at www.saddleback.edu or www.ivc.edu.  Paper copies are available in Human Resources upon request.   Drug-Free Environment:   The District shall be free from all unlawful possession, use, or distribution of illicit drugs and alcohol by students and employees. The unlawful manufacture, distribution, dispensing, possession, or use of a controlled substance is prohibited in all facilities under the control and use of the District. Any student or employee who violates this policy will be subject to disciplinary action, consistent with local, state, or federal law, which may include the referral to an appropriate rehabilitation program, suspension, demotion, expulsion, or dismissal.   Smoke Free District:  It is the intent of the South Orange County Community College District to maintain an educational and workplace environment that is conductive to the health and safety of our students and employees. Realizing the health hazards posed by smoking and by second-hand smoke, it is policy of the South Orange County Community College District to maintain a smoke free environment for all district sites.  SPECIAL COVID-19 NOTICE:  Interviews may be held in-person (following all necessary precautions) or in a virtual format. Employees must reside in California while employed with the South Orange County Community College District (SOCCCD), even during remote work. Thank you for your continued interest in working at the SOCCCD.  The SOCCCD is committed to protecting the health and wellbeing of students, faculty, staff, administrators, and the communities it serves. More information can be found on our District website by visiting https://www.socccd.edu/communications/covid-19-information .  NOTICE TO ALL CANDIDATES FOR EMPLOYMENT:   The Immigration Reform and Control Act of 1986, Public Law 99-603, requires that employers obtain documentation from every new employee which authorizes that individual to accept employment in this country. SOCCCD will not sponsor any visa applications.  DISABILITY ACCOMMODATIONS:   If you require special accommodations in the application and/or selection process, please notify District Human Resources (DHR) at least two (2) business days prior to the Job Close Date/Initial Screening Date, by either calling (949) 582-4850 or sending an e-mail to hrinfodesk@socccd.edu .   CAMPUS CRIME AND SAFETY AWARENESS:   Information regarding campus crime and safety awareness can be found at www.saddleback.edu or www.ivc.edu. Paper copies are available in the District Human Resources (DHR) office upon request.  PLEASE NOTE:   A California Public Employees Retirement System (CalPERS) retiree may not accept employment until after the first 180 days of retirement. Anyone retired from CalPERS accepting permanent employment with this District will be required to reinstate as an active CalPERS member. Please contact CalPERS for additional information regarding your retirement status.  Any active vested member of California State Teachers Retirement System (CalSTRS), who accepts employment with the District to perform service that requires membership in CalPERS, is eligible to elect to continue retirement system coverage under CalSTRS.  DIVERSITY, EQUITY, INCLUSION, AND EQUAL EMPLOYMENT OPPORTUNITY:   The South Orange County Community College District is committed to creating an academic and work environment that fosters diversity, equity and inclusion and equal opportunity for all, and ensures that students, faculty, management and staff of all backgrounds feel welcome, included, supported, and safe. Our culture of belonging, openness, and inclusion, makes our district a unique and special place for individuals of all backgrounds.    Our District and our colleges are looking for equity and inclusion-minded applicants who represent the full diversity of California and who demonstrate a sensitivity to the understanding of diverse academic, socioeconomic, cultural, disability, gender identity, sexual orientation, and ethnic backgrounds present within our community. When you join our District, you can expect to be part of an exciting, thriving, equity-focused, and inclusive community that approaches higher education with the lens of social justice and collaboration among students, faculty, staff, administration, and community partners. In deciding whether to apply for a position with our District, you are strongly encouraged to consider whether your values align with our District's mission and goals for EEO, Diversity, Equity, and Inclusion.   SOCCCD IS AN EQUAL OPPORTUNITY EMPLOYER  Important:  You must make sure that you have completed your  application  for a  posting  by 11:59  p.m. , Pacific Time, on the posting's Job Close Date, along with any  required documents , in order to be considered for the position.
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            Introduction   The following incentives and bonuses may be  available for eligible new hires  .   Incentives and bonuses are subject to approval by Human Resources:        Vacation Accrual Rate  : San Joaquin County vacation accrual rate consistent with the candidate's total years of public service.         Sick Leave  : Candidates leaving other employment may receive credit for actual non-reimbursable sick leave hours (up to 160 hours) from their last agency. Hours shall be subject to San Joaquin County's minimum sick leave cash out provisions.         New Hire Retention Bonus  :      $2,000 upon completion of first year equivalent employment (2,080 hours)    $1,000 upon completion of third year equivalent employment (6,240 hours)    $3,000 upon completion of sixth year equivalent employment (12,480 hours)  TYPICAL DUTIES     Performs technical duties in the development, implementation, operation and maintenance of the County's geographic information systems for an assigned department; compiles, stores, inventories and analyzes data.      Designs, develops and assembles cartographic quality maps for use by County departments or sale to the public; scans existing maps, archives and aerial photographs; edits digital photos for better visual clarity.      Researches and compiles data from County records and other sources including legal descriptions, surveys, and land/right-of-way/topography maps, roads, development plans, and related geographical instruments; interprets various documents including surveys and plats and to make parcel boundary line determinations using accepted principles and practices.      Analyzes collected data for entry into base layers; ensures the integrity, quality and accuracy of information and data; conducts on-site inspections to identify and verify locations, markers and monuments.      Creates and edits existing or new coverages; plots and assembles data into geographic information systems base coverages for each section.      Sets up, operates and troubleshoots minor problems on the full range of geographic information systems input and output devices.         MINIMUM QUALIFICATIONS    EITHER PATTERN I        Experience    :    One year as a Geographic Information Systems Specialist I in San Joaquin County.     OR PATTERN II        Education    :   Completion of 60 semester (or 90 quarter) units at an accredited college with major course work in computer science, information systems, economics, engineering, architecture, environmental science, mathematics, business administration or a related field including at least 24 units in computer science.     Experience    :   Two years of increasingly responsible experience providing technical support in a geographic information systems environment.     Substitution #1    :   Possession of an approved information systems technology certificate, or completion of an approved information systems training course may substitute for all of part of the above required education. A list of approved certificates and/or courses shall be maintained within the Human Resources Department.     Substitution #2    :   Two additional years of qualifying experience may substitute for the above-required education on a year-for-year basis.     Special Requirement    :    Applicants for positions in this class may be required to demonstrate proficiency in operating and configuring geographic information systems computer hardware, software, and/or peripheral equipment.   KNOWLEDGE  Operations, services and activities of geographic information systems programs; personal computer hardware and software components; mathematical principles; drawing and drafting methods and techniques; operational characteristics of geographic information systems specialized hardware and software; methods and techniques of developing maps and charts from multiple layers of data; methods and techniques of assembling and compiling data; topographic and geographic concepts; principles and practices of customer service; principles and practices of record keeping; modern office procedures, methods and equipment.   ABILITY  Provide technical level support to geographic information systems programs; compile and analyze geographic information systems data; operate the full range of geographic information system hardware and software; read and interpret maps and data; read and interpret legal property descriptions and survey records; verify and edit existing data coverages; scan maps and photographs; communicate clearly and concisely, both orally and in writing; establish and maintain effective working relationships with those contacted in the course of work.   PHYSICAL/MENTAL REQUIREMENTS   Mobility  -Frequent use of data entry devices; frequent sitting, standing or walking for long periods; occasional pushing/pulling, bending, squatting and crawling; driving ;   Lifting  -Frequently 5-30 pounds; occasionally 70 pounds or less;    Vision  -Constant use of good overall vision; frequent reading/close-up work; occasional color, depth and peripheral vision;  Dexterity  -Frequent repetitive motion; frequent writing; frequent grasping, holding, reaching;   Hearing/Talking  -Frequent talking/hearing in person and on the telephone;   Emotional/Psychological  -Frequent decision making and concentration; frequent public contact; occasional working alone, working nights and traveling;   Environmental   -Frequent exposure to noise.     San Joaquin County complies with the Americans with Disabilities Act (ADA) and, upon request, will consider reasonable accommodations to enable individuals with disabilities to perform essential job functions.   Equal Opportunity Employer  San Joaquin County is an Equal Employment Opportunity (EEO) Employer and is committed to providing equal employment to all without regard to age, ancestry, color, creed, marital status, medical condition, national origin, physical or mental disability, political affiliation or belief, pregnancy, race, religion, sex, or sexual orientation. For more information go to  Equal Employment Opportunity Division (sjgov.org) .    Accommodations for those covered by the Americans with Disabilities Act (ADA):    San Joaquin County complies with the Americans with Disabilities Act and, upon request, will consider reasonable accommodations to enable individuals with disabilities to perform essential job functions.  BENEFITS  Employees hired into this classification are members of a bargaining unit which is represented by SEIU Local 1021 .      Health Insurance :   San Joaquin County provides employees with a choice of three health plans: a Kaiser Plan, a Select Plan, and a Premier Plan. Employees pay a portion of the cost of the premium. Dependent coverage is also available.      Dental Insurance :   The County provides employees with a choice of two dental plans: Delta Dental and United Health Care-Select Managed Care Direct Compensation Plan. There is no cost for employee only coverage in either plan; dependent coverage is available at the employee’s expense.      Vision Insurance :   The County provides vision coverage through Vision Service Plan (VSP). There is no cost for employee only coverage; dependent coverage is available at the employee’s expense.     For more detailed information on the County’s benefits program, visit our website at  www.sjgov.org  under Human Resources/Employee Benefits.      Life Insurance :   The County provides eligible employees with life insurance coverage as follows:     1 but less than 3 years of continuous service: $1,000  3 but less than 5 years of continuous service: $3,000  5 but less than 10 years of continuous service: $5,000 10 years of continuous service or more: $10,000     Employee may purchase additional term life insurance at the group rate.      125 Flexible Benefits Plan :   This is a voluntary program that allows employees to use pre-tax dollars to pay for health-related expenses that are not paid by a medical, dental or vision plan (Health Flexible Spending Account $2550 annual limit with a $500 carry over); and dependent care costs (Dependent Care Assistance Plan $5000 annual limit).      Retirement Plan   : Employees of the County are covered by the County Retirement Law of 1937. Please visit the San Joaquin County Employees’ Retirement Association (SJCERA) at  www.sjcera.org  for more information. NOTE: If you are receiving a retirement allowance from another California county covered by the County Employees’ Retirement Act of 1937 or from any governmental agency covered by the California Public Employees’ Retirement System (PERS), you are advised to contact the Retirement Officer of the Retirement Plan from which you retired to determine what effect employment in San Joaquin County would have on your retirement allowance.      Deferred Compensation   : The County maintains a deferred compensation plan under Section 457 of the IRS code. You may annually contribute $22,500 or 100% of your includible compensation, whichever is less. Individuals age 50 or older may contribute to their plan, up to $30,000.  The Roth IRA (after tax) is also now available.      Vacation   : Maximum earned vacation is 10 days each year up to 3 years; 15 days after 3 years; 20 days after 10 years; and 23 days after 20 years.      Holidays   : Effective July 1, 2017, all civil service status employees earn 14 paid holidays each year. Please see the appopriate MOU for details regarding holidays, accruals, use, and cashability of accrued time.      Sick Leave   : 12 working days of sick leave annually with unlimited accumulation. Sick leave incentive : An employee is eligible to receive eight hours administrative leave if the leave balance equals at least one- half of the cumulative amount that the employee is eligible to accrue. The employee must also be on payroll during the entire calendar year.      Bereavement Leave   : 3 days of paid leave for the death of qualifying family member, 2 additional days of accrued leave for death of employee’s spouse, domestic partner, parent or child.      Merit Salary Increase   : New employees will receive the starting salary, which is the first step of the salary range. After employees serve 52 weeks (2080 hours) on each step of the range, they are eligible for a merit increase to the next step.      Job Sharing   : Employees may agree to job-share a position, subject to approval by a Department Head and the Director of Human Resources.      Educational Reimbursement Program   : Eligible employees may be reimbursed for career-related course work up to a maximum of $850 per fiscal year. Eligible employees enrolled in an approved four (4) year College or University academic program may be reimbursed up to $800 per semester for a maximum of $1600 per fiscal year.      Parking Supplemental Downtown Stockton:   The County contributes up to $20 per pay period for employees who pay for parking and are assigned to work in the Downtown Core Area.      School Activities   : Employees may take up to 40 hours per year, but not more than eight (8) hours per month, to participate in their children’s school activities.   Selection Procedures  Applicants who meet the minimum qualifications will go through the following examination process:         Written Exam  : The civil service written exam is a multiple choice format. If the written exam is administered alone, it will be 100% of the overall score. Candidates must achieve a minimum rating of 70% in order to be placed on the eligible list.        Oral Exam  : The oral exam is a structured interview process that will assess the candidate’s education, training, and experience and may include a practical exercise. The oral exam selection process is not a hiring interview. A panel of up to four people will determine the candidate’s score and rank for placement on the eligible list. Top candidates from the eligible list are referred for hiring interviews. If the oral exam is administered alone, it will be 100% of the overall score. Candidates must achieve a minimum rating of 70% in order to be placed on the eligible list.         Written & Oral Exam:   If both a written exam and an oral exam is administered, the written exam is weighted at 60% and the oral exam is weighted at 40% unless otherwise indicated on the announcement. Candidates must achieve a minimum rating of 70% on each examination in order to be placed on the eligible list.        Rate-out:   A rate-out is an examination that involves a paper rating of the candidate’s application using the following criteria: education, training, and experience. Candidates will not be scheduled for the rate-out process.         Note:   The rating of 70 referred to may be the same or other than an arithmetic 70% of the total possible points.       Testing Accommodation:   Candidates who require testing accommodation under the Americans with Disabilities Act (ADA) must call Human Resources Division at (209) 468-3370 prior to the examination date.       Veteran’s Points   : Eligible veterans, unmarried widows and widowers of veterans of the United States Armed Forces who have been honorably discharged and who have served during wartime shall be given veteran’s points in initial appointment to County service. Eligible veterans receive 5 points and eligible disabled veterans receive 10 points. Disabled veterans must submit a recent award letter stating a 10% service connected disability issued by the United States Veterans Administration.  Note:  A copy of your DD214 showing the discharge type must be received in the Human Resources by the date of the examination.     Acceptable wartime service dates:       September 16, 1940 to December 31, 1946       June 27, 1950 to January 31, 1955       August 5, 1964 to May 7, 1975       Persian Gulf War, August 2, 1990, through a date to be set by law or Presidential Proclamation.          Eligible Lists:    Candidates who pass the examination will be placed on an eligible list for that classification. Eligible lists are effective for nine months, but may be extended by the Human Resources Director for a period which shall not exceed a total of three years from the date established.      Certification/Referral:   Names from the eligible list will be referred to the hiring department by the following methods.        Rule of the Rank:   The top rank orranks of eligibles will be referred for hiring interviews. The minimum number of names to be referred will be equal to the number of positions plus nine, or 10% of the eligible list, whichever is higher. When fillingnine or more positions in a department at the same time, the top rank or ranks will be referred and the minimum number of names shall be two times the number of positions to be filled or 10% of the eligible list, whichever is higher. This applies only to open competitive recruitments.      Rule of Five:    The top five names will be referred for hiring interviews. This applies only to department or countywide promotional examination.      Rule of the List:  For classifications designated by the Director of Human Resources, the entire eligible list will be referred to the department.        Physical Exam:   Some classifications require physical examinations. Final appointment cannot be made until the eligible has passed the physical examination. The County pays for physical examinations administered in its medical facilities.      Pre-Employment Drug Screening Exam:  Some classifications require a new employee successfully pass a pre-employment drug screen as a condition of employment. Final appointment cannot be made until the eligible has passed the drug screen. The County pays for the initial drug screen.      Employment of Relatives:   Applicants who are relatives of employees in a department within the 3rd degree of relationship, (parent, child, grand parent, grand child or sibling) either by blood or marriage, may not be appointed, promoted, transferred into or within the department when;       They are related to the Appointing Authority or       The employment would result in one of them supervising the work of the other.         Department Head may establish additional limitations on the hiring of relatives by departmental rule.      Proof of Eligibility:   If you are offered a job you will be required to provide proof of U.S. citizenship or other documents that establish your eligibility to be employed in the U.S.   HOW TO APPLY    Please be advised that Human Resources will only be accepting Online Application submittals for this recruitment. Paper application submittalswill not be considered or accepted.      Apply Online:       www.sjgov.org/department/hr     Office hours:     Monday - Friday 8:00 am to 5:00 pm; excluding holidays.     Phone: (209) 468-3370     Job Line:      For currentemployment opportunitiesplease callour 24-hour job line at (209) 468-3377.     When a final filing date is indicated, applications must besubmitted onlineto the Human Resources Division beforethe submission deadline. Resumes and paper applicationswill not be accepted in lieu of an online application. ( The County assumes no responsibility foronline applications which are not received by the Human Resources Division) .       San Joaquin County Substance Abuse Policy:   San Joaquin County has adopted a Substance Abuse Policy in compliance with the Federal Drug Free Workplace Act of 1988. This policy is enforced by all San Joaquin County Departments and applies to all San Joaquin County employees.       Equal Opportunity Employer  : San Joaquin County is an Equal Employment Opportunity (EEO) Employer and is committed to providing equal employment to all without regard to age, ancestry, color, creed, marital status, medical condition, national origin, physical or mental disability, political affiliation or belief, pregnancy, race, religion, sex, or sexual orientation. For more information go to   www.sjgov.org/department/hr/eeo   .       Click on a link below to apply for this position:   Fill out the Supplemental Questionnaire and Application NOW using the Internet.  Apply Online  View and print the Supplemental Questionnaire.  This recruitment requires completion of a supplemental questionnaire. You may view and print the  supplemental questionnaire here .  View and print the official application form as an Acrobat pdf file.      A San Joaquin County application form is required for this recruitment. You may print this Acrobat PDF document and then fill it in. Contact us via conventional means. You may contact us by phone at (209) 468-3370, or by  email , or apply for a job in person at the San Joaquin County Human Resources Division.  Closing Date/Time: Open Until Filled
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        Introduction   The following incentives and bonuses may be  available for eligible new hires  .   Incentives and bonuses are subject to approval by Human Resources:        Vacation Accrual Rate  : San Joaquin County vacation accrual rate consistent with the candidate's total years of public service.         Sick Leave  : Candidates leaving other employment may receive credit for actual non-reimbursable sick leave hours (up to 160 hours) from their last agency. Hours shall be subject to San Joaquin County's minimum sick leave cash out provisions.         New Hire Retention Bonus  :      $2,000 upon completion of first year equivalent employment (2,080 hours)    $1,000 upon completion of third year equivalent employment (6,240 hours)    $3,000 upon completion of sixth year equivalent employment (12,480 hours)  TYPICAL DUTIES     Performs technical duties in the development, implementation, operation and maintenance of the County's geographic information systems for an assigned department; compiles, stores, inventories and analyzes data.      Designs, develops and assembles cartographic quality maps for use by County departments or sale to the public; scans existing maps, archives and aerial photographs; edits digital photos for better visual clarity.      Researches and compiles data from County records and other sources including legal descriptions, surveys, and land/right-of-way/topography maps, roads, development plans, and related geographical instruments; interprets various documents including surveys and plats and to make parcel boundary line determinations using accepted principles and practices.      Analyzes collected data for entry into base layers; ensures the integrity, quality and accuracy of information and data; conducts on-site inspections to identify and verify locations, markers and monuments.      Creates and edits existing or new coverages; plots and assembles data into geographic information systems base coverages for each section.      Sets up, operates and troubleshoots minor problems on the full range of geographic information systems input and output devices.         MINIMUM QUALIFICATIONS    EITHER PATTERN I        Experience    :    One year as a Geographic Information Systems Specialist I in San Joaquin County.     OR PATTERN II        Education    :   Completion of 60 semester (or 90 quarter) units at an accredited college with major course work in computer science, information systems, economics, engineering, architecture, environmental science, mathematics, business administration or a related field including at least 24 units in computer science.     Experience    :   Two years of increasingly responsible experience providing technical support in a geographic information systems environment.     Substitution #1    :   Possession of an approved information systems technology certificate, or completion of an approved information systems training course may substitute for all of part of the above required education. A list of approved certificates and/or courses shall be maintained within the Human Resources Department.     Substitution #2    :   Two additional years of qualifying experience may substitute for the above-required education on a year-for-year basis.     Special Requirement    :    Applicants for positions in this class may be required to demonstrate proficiency in operating and configuring geographic information systems computer hardware, software, and/or peripheral equipment.   KNOWLEDGE  Operations, services and activities of geographic information systems programs; personal computer hardware and software components; mathematical principles; drawing and drafting methods and techniques; operational characteristics of geographic information systems specialized hardware and software; methods and techniques of developing maps and charts from multiple layers of data; methods and techniques of assembling and compiling data; topographic and geographic concepts; principles and practices of customer service; principles and practices of record keeping; modern office procedures, methods and equipment.   ABILITY  Provide technical level support to geographic information systems programs; compile and analyze geographic information systems data; operate the full range of geographic information system hardware and software; read and interpret maps and data; read and interpret legal property descriptions and survey records; verify and edit existing data coverages; scan maps and photographs; communicate clearly and concisely, both orally and in writing; establish and maintain effective working relationships with those contacted in the course of work.   PHYSICAL/MENTAL REQUIREMENTS   Mobility  -Frequent use of data entry devices; frequent sitting, standing or walking for long periods; occasional pushing/pulling, bending, squatting and crawling; driving ;   Lifting  -Frequently 5-30 pounds; occasionally 70 pounds or less;    Vision  -Constant use of good overall vision; frequent reading/close-up work; occasional color, depth and peripheral vision;  Dexterity  -Frequent repetitive motion; frequent writing; frequent grasping, holding, reaching;   Hearing/Talking  -Frequent talking/hearing in person and on the telephone;   Emotional/Psychological  -Frequent decision making and concentration; frequent public contact; occasional working alone, working nights and traveling;   Environmental   -Frequent exposure to noise.     San Joaquin County complies with the Americans with Disabilities Act (ADA) and, upon request, will consider reasonable accommodations to enable individuals with disabilities to perform essential job functions.   Equal Opportunity Employer  San Joaquin County is an Equal Employment Opportunity (EEO) Employer and is committed to providing equal employment to all without regard to age, ancestry, color, creed, marital status, medical condition, national origin, physical or mental disability, political affiliation or belief, pregnancy, race, religion, sex, or sexual orientation. For more information go to  Equal Employment Opportunity Division (sjgov.org) .    Accommodations for those covered by the Americans with Disabilities Act (ADA):    San Joaquin County complies with the Americans with Disabilities Act and, upon request, will consider reasonable accommodations to enable individuals with disabilities to perform essential job functions.  BENEFITS  Employees hired into this classification are members of a bargaining unit which is represented by SEIU Local 1021 .      Health Insurance :   San Joaquin County provides employees with a choice of three health plans: a Kaiser Plan, a Select Plan, and a Premier Plan. Employees pay a portion of the cost of the premium. Dependent coverage is also available.      Dental Insurance :   The County provides employees with a choice of two dental plans: Delta Dental and United Health Care-Select Managed Care Direct Compensation Plan. There is no cost for employee only coverage in either plan; dependent coverage is available at the employee’s expense.      Vision Insurance :   The County provides vision coverage through Vision Service Plan (VSP). There is no cost for employee only coverage; dependent coverage is available at the employee’s expense.     For more detailed information on the County’s benefits program, visit our website at  www.sjgov.org  under Human Resources/Employee Benefits.      Life Insurance :   The County provides eligible employees with life insurance coverage as follows:     1 but less than 3 years of continuous service: $1,000  3 but less than 5 years of continuous service: $3,000  5 but less than 10 years of continuous service: $5,000 10 years of continuous service or more: $10,000     Employee may purchase additional term life insurance at the group rate.      125 Flexible Benefits Plan :   This is a voluntary program that allows employees to use pre-tax dollars to pay for health-related expenses that are not paid by a medical, dental or vision plan (Health Flexible Spending Account $2550 annual limit with a $500 carry over); and dependent care costs (Dependent Care Assistance Plan $5000 annual limit).      Retirement Plan   : Employees of the County are covered by the County Retirement Law of 1937. Please visit the San Joaquin County Employees’ Retirement Association (SJCERA) at  www.sjcera.org  for more information. NOTE: If you are receiving a retirement allowance from another California county covered by the County Employees’ Retirement Act of 1937 or from any governmental agency covered by the California Public Employees’ Retirement System (PERS), you are advised to contact the Retirement Officer of the Retirement Plan from which you retired to determine what effect employment in San Joaquin County would have on your retirement allowance.      Deferred Compensation   : The County maintains a deferred compensation plan under Section 457 of the IRS code. You may annually contribute $22,500 or 100% of your includible compensation, whichever is less. Individuals age 50 or older may contribute to their plan, up to $30,000.  The Roth IRA (after tax) is also now available.      Vacation   : Maximum earned vacation is 10 days each year up to 3 years; 15 days after 3 years; 20 days after 10 years; and 23 days after 20 years.      Holidays   : Effective July 1, 2017, all civil service status employees earn 14 paid holidays each year. Please see the appopriate MOU for details regarding holidays, accruals, use, and cashability of accrued time.      Sick Leave   : 12 working days of sick leave annually with unlimited accumulation. Sick leave incentive : An employee is eligible to receive eight hours administrative leave if the leave balance equals at least one- half of the cumulative amount that the employee is eligible to accrue. The employee must also be on payroll during the entire calendar year.      Bereavement Leave   : 3 days of paid leave for the death of qualifying family member, 2 additional days of accrued leave for death of employee’s spouse, domestic partner, parent or child.      Merit Salary Increase   : New employees will receive the starting salary, which is the first step of the salary range. After employees serve 52 weeks (2080 hours) on each step of the range, they are eligible for a merit increase to the next step.      Job Sharing   : Employees may agree to job-share a position, subject to approval by a Department Head and the Director of Human Resources.      Educational Reimbursement Program   : Eligible employees may be reimbursed for career-related course work up to a maximum of $850 per fiscal year. Eligible employees enrolled in an approved four (4) year College or University academic program may be reimbursed up to $800 per semester for a maximum of $1600 per fiscal year.      Parking Supplemental Downtown Stockton:   The County contributes up to $20 per pay period for employees who pay for parking and are assigned to work in the Downtown Core Area.      School Activities   : Employees may take up to 40 hours per year, but not more than eight (8) hours per month, to participate in their children’s school activities.   Selection Procedures  Applicants who meet the minimum qualifications will go through the following examination process:         Written Exam  : The civil service written exam is a multiple choice format. If the written exam is administered alone, it will be 100% of the overall score. Candidates must achieve a minimum rating of 70% in order to be placed on the eligible list.        Oral Exam  : The oral exam is a structured interview process that will assess the candidate’s education, training, and experience and may include a practical exercise. The oral exam selection process is not a hiring interview. A panel of up to four people will determine the candidate’s score and rank for placement on the eligible list. Top candidates from the eligible list are referred for hiring interviews. If the oral exam is administered alone, it will be 100% of the overall score. Candidates must achieve a minimum rating of 70% in order to be placed on the eligible list.         Written & Oral Exam:   If both a written exam and an oral exam is administered, the written exam is weighted at 60% and the oral exam is weighted at 40% unless otherwise indicated on the announcement. Candidates must achieve a minimum rating of 70% on each examination in order to be placed on the eligible list.        Rate-out:   A rate-out is an examination that involves a paper rating of the candidate’s application using the following criteria: education, training, and experience. Candidates will not be scheduled for the rate-out process.         Note:   The rating of 70 referred to may be the same or other than an arithmetic 70% of the total possible points.       Testing Accommodation:   Candidates who require testing accommodation under the Americans with Disabilities Act (ADA) must call Human Resources Division at (209) 468-3370 prior to the examination date.       Veteran’s Points   : Eligible veterans, unmarried widows and widowers of veterans of the United States Armed Forces who have been honorably discharged and who have served during wartime shall be given veteran’s points in initial appointment to County service. Eligible veterans receive 5 points and eligible disabled veterans receive 10 points. Disabled veterans must submit a recent award letter stating a 10% service connected disability issued by the United States Veterans Administration.  Note:  A copy of your DD214 showing the discharge type must be received in the Human Resources by the date of the examination.     Acceptable wartime service dates:       September 16, 1940 to December 31, 1946       June 27, 1950 to January 31, 1955       August 5, 1964 to May 7, 1975       Persian Gulf War, August 2, 1990, through a date to be set by law or Presidential Proclamation.          Eligible Lists:    Candidates who pass the examination will be placed on an eligible list for that classification. Eligible lists are effective for nine months, but may be extended by the Human Resources Director for a period which shall not exceed a total of three years from the date established.      Certification/Referral:   Names from the eligible list will be referred to the hiring department by the following methods.        Rule of the Rank:   The top rank orranks of eligibles will be referred for hiring interviews. The minimum number of names to be referred will be equal to the number of positions plus nine, or 10% of the eligible list, whichever is higher. When fillingnine or more positions in a department at the same time, the top rank or ranks will be referred and the minimum number of names shall be two times the number of positions to be filled or 10% of the eligible list, whichever is higher. This applies only to open competitive recruitments.      Rule of Five:    The top five names will be referred for hiring interviews. This applies only to department or countywide promotional examination.      Rule of the List:  For classifications designated by the Director of Human Resources, the entire eligible list will be referred to the department.        Physical Exam:   Some classifications require physical examinations. Final appointment cannot be made until the eligible has passed the physical examination. The County pays for physical examinations administered in its medical facilities.      Pre-Employment Drug Screening Exam:  Some classifications require a new employee successfully pass a pre-employment drug screen as a condition of employment. Final appointment cannot be made until the eligible has passed the drug screen. The County pays for the initial drug screen.      Employment of Relatives:   Applicants who are relatives of employees in a department within the 3rd degree of relationship, (parent, child, grand parent, grand child or sibling) either by blood or marriage, may not be appointed, promoted, transferred into or within the department when;       They are related to the Appointing Authority or       The employment would result in one of them supervising the work of the other.         Department Head may establish additional limitations on the hiring of relatives by departmental rule.      Proof of Eligibility:   If you are offered a job you will be required to provide proof of U.S. citizenship or other documents that establish your eligibility to be employed in the U.S.   HOW TO APPLY    Please be advised that Human Resources will only be accepting Online Application submittals for this recruitment. Paper application submittalswill not be considered or accepted.      Apply Online:       www.sjgov.org/department/hr     Office hours:     Monday - Friday 8:00 am to 5:00 pm; excluding holidays.     Phone: (209) 468-3370     Job Line:      For currentemployment opportunitiesplease callour 24-hour job line at (209) 468-3377.     When a final filing date is indicated, applications must besubmitted onlineto the Human Resources Division beforethe submission deadline. Resumes and paper applicationswill not be accepted in lieu of an online application. ( The County assumes no responsibility foronline applications which are not received by the Human Resources Division) .       San Joaquin County Substance Abuse Policy:   San Joaquin County has adopted a Substance Abuse Policy in compliance with the Federal Drug Free Workplace Act of 1988. This policy is enforced by all San Joaquin County Departments and applies to all San Joaquin County employees.       Equal Opportunity Employer  : San Joaquin County is an Equal Employment Opportunity (EEO) Employer and is committed to providing equal employment to all without regard to age, ancestry, color, creed, marital status, medical condition, national origin, physical or mental disability, political affiliation or belief, pregnancy, race, religion, sex, or sexual orientation. For more information go to   www.sjgov.org/department/hr/eeo   .       Click on a link below to apply for this position:   Fill out the Supplemental Questionnaire and Application NOW using the Internet.  Apply Online  View and print the Supplemental Questionnaire.  This recruitment requires completion of a supplemental questionnaire. You may view and print the  supplemental questionnaire here .  View and print the official application form as an Acrobat pdf file.      A San Joaquin County application form is required for this recruitment. You may print this Acrobat PDF document and then fill it in. Contact us via conventional means. You may contact us by phone at (209) 468-3370, or by  email , or apply for a job in person at the San Joaquin County Human Resources Division.  Closing Date/Time: Open Until Filled
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              Environmental Health & Safety Specialist    (Administrative Analyst/Specialist - Exempt I)     Compensation and Benefits    Anticipated Hiring Salary Range: $4,400 - $5,000 per month   Full CSU Classification Salary Range: $4,170 - $7,545 per month     This is a full-time, probationary, exempt position.     The CSU system provides a comprehensive benefit package that includes medical, dental and vision plans, membership in the California Public Employees Retirement System (CalPERS), sick and vacation time, and 15 paid holidays a year. Eligible employees are also able to participate in the fee waiver education program. A summary of benefit information can be found here .   Job Summary    Under the general supervision of the Director of Environmental Health & Safety and Risk Management, the EHS Specialist will support the development, implementation, training, and maintenance of the various programs necessary to ensure a safety and healthy environment for faculty, staff, students, and the general public. The EHS Specialist will also assist with protecting the University against losses, ensuring that operations are in compliance with University policies and standards, and applicable local, nationally recognized standards of best practices, and state and federal occupational safety and environmental quality and health requirements. This position is also responsible for providing guidance, support and implementing the campus’ comprehensive environmental, health and safety program. The programs support the teaching, service and research mission of the campus community, and its facilities.   Key Qualifications      General understanding of industrial operations, science, and research in educational institutions   Working knowledge of industrial hygiene (IH) and engineering principles.   Knowledge of and ability to apply Federal and California-specific regulations as they relate to safety and environmental protection.   Knowledge of basic methods and procedures for research and statistical analysis and the ability to apply them.   Knowledge of computer office systems and ability to use a broad range of technology, systems, and software packages (Microsoft Office Suite, Google applications, social media)   Excellent written and verbal communication skills.   Demonstrates an effective capability of managing multiple projects, has strong training and interpersonal skills.   Expertise in investigating and analyzing problems with a broad administrative impact and implications, and ability to address them proactively and use considerable judgment and discretion.   Skill in the research, development and evaluation of policies and programs, including skill in the collection, evaluation, and interpretation of data to develop sound conclusions and make appropriate recommendations.   Demonstrated ability to deal appropriately with confidential information and exercise good judgment on sensitive matters.   Demonstrated ability to effectively interpret, organize, and present information and ideas in written or presentation form.   Interpersonal, and communication skills, including ability to work effectively with people of diverse backgrounds and in a team-oriented environment.   Demonstrated ability to establish and maintain effective working relationships within and outside the work group and serve as a liaison for the organizational unit.   Compile, write, and present reports related to program.   Exercise independent judgment and discretion reflective of a thorough knowledge of environmental health, safety, and risk management.   Take initiative and independently plan, organize, coordinate, and perform work in various situations were numerous and diverse demands are involved.   Assess safety and training needs and train others on new skills and procedures and provide lead work direction.   Obtain and maintain a valid California Class C driver’s license and meet the criteria for Driving on University (State) business.      To view the full list of qualifications and job responsibilities, please click the  Position Description  button above.   Education and Experience      Bachelor’s degree in health science, one of the physical sciences, occupational safety, risk management or other loss control emphasis from an accredited college or university and/or equivalent training and work experience.   Three years of work experience in the environmental, industrial hygiene, hazardous materials, and/or occupational safety field.    Preferred Qualifications:    Bachelor’s degree in health science, one of the physical sciences, occupational safety, risk management or other loss control emphasis.   Experience working in a higher education science or research environment.   Master’s Degree in health science, one of the physical sciences, occupational safety, risk management or other loss control emphasis from an accredited college or university.   Possess a Board of Certified Safety Professionals Certification (ASP, GSP, or CSP) or possess a current certification in industrial hygiene (CIH).   Experience administrating, configuring, and troubleshooting learning management systems.   Experience using environmental and occupational safety compliance software and creating and generating reports.               Department Summary    The Office of Environmental Health & Safety and Risk Management (EHS/RM) aims to support the overall academic mission, and ensure the protection of the health and safety of all members of the University community through the effective mitigation of University risk hazards.   Deadline & Application Instructions    Applications received by  July 20, 2023  will be given full consideration by the search committee.     Applications received after that date will be forwarded at the request of the Hiring Manager and/or search committee.     Please click “Apply Now” to complete the employment application for California State University, Fresno. Interested applicants must complete the application and attach the following: 1) their most recent resumé/vitae, 2) a cover letter that addresses their specific qualifications and interest, and 3) contact information for three professional references.   Fresno State    California State University, Fresno is one of 23 campuses in the California State University System. The University's mission is to boldly educate and empower students for success through our values of Discovery, Diversity and Distinction. The current student population is more than 25,000, including a large percentage of students with diverse and culturally rich backgrounds. The University serves the San Joaquin Valley while maintaining deep involvement with the state, nation, and across the globe.   Metropolitan Fresno, with a multi-ethnic population of over 527,000, is located in the heart of the San Joaquin Valley. The campus is within driving distance of Yosemite, Kings Canyon and Sequoia National Parks, San Francisco, Los Angeles, the Monterey Peninsula, beaches, sailing, lakes, and numerous ski resorts. Fresno boasts one of the most reasonable housing markets in California and offers a wide array of locally grown fruits and produce.   Equal Employment Opportunity Information    California State University, Fresno is committed to maintaining and implementing employment policies and procedures in compliance with applicable state and federal equal employment opportunity laws and regulations. Executive Orders 1096 and 1097 prohibit discrimination, harassment, and retaliation on the basis of a protected status: race, color, religion, national origin, ancestry, age, sex (including gender identity), sexual orientation, marital status, pregnancy, mental disability, physical disability, medical condition and covered veteran status. Fresno State's commitment to diversity informs our efforts in recruitment, hiring, and retention. We are proud to be an affirmative action and equal opportunity employer.   COVID19 Vaccination Policy    Per the CSU COVID-19 Vaccination Policy , it is strongly recommended that all employees who are accessing office and campus facilities follow COVID-19 vaccine recommendations adopted by the U.S. Centers for Disease Control and Prevention (CDC) and the California Department of Public Health (CDPH) applicable to their age, medical condition, and other relevant indications. Questions may be sent to hr@csufresno.edu .   Supplemental Information    Following a conditional offer of employment, a background check (including a criminal records check) must be completed satisfactorily before any candidate may start work with California State University, Fresno. Failure to satisfactorily complete the background check may result in the withdrawal of the offer of employment. Current employees who are offered positions on campus will be required to undergo a background check for any position where a background check is required by law or that Fresno State has identified as sensitive.   The person holding this position is considered a "mandated reporter" under the California Child Abuse and Neglect Reporting Act and is required to comply with the requirements set forth in CSU Executive Order 1083 as a condition of employment.   This position may be a "designated position" under the California State University's Conflict of Interest Code. This will require the filing of a Statement of Economic Interest on an annual basis and the completion of training within six (6) months of assuming office and every two (2) years thereafter.   Fresno State is a tobacco-free, smoke-free and vapor-free campus.   Fresno State is not a sponsoring agency for staff or management positions. (e.g. H1-B Visas)  Advertised: Jun 23 2023 Pacific Daylight Time  Applications close:  Closing Date/Time:
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          Environmental Health & Safety Specialist    (Administrative Analyst/Specialist - Exempt I)     Compensation and Benefits    Anticipated Hiring Salary Range: $4,400 - $5,000 per month   Full CSU Classification Salary Range: $4,170 - $7,545 per month     This is a full-time, probationary, exempt position.     The CSU system provides a comprehensive benefit package that includes medical, dental and vision plans, membership in the California Public Employees Retirement System (CalPERS), sick and vacation time, and 15 paid holidays a year. Eligible employees are also able to participate in the fee waiver education program. A summary of benefit information can be found here .   Job Summary    Under the general supervision of the Director of Environmental Health & Safety and Risk Management, the EHS Specialist will support the development, implementation, training, and maintenance of the various programs necessary to ensure a safety and healthy environment for faculty, staff, students, and the general public. The EHS Specialist will also assist with protecting the University against losses, ensuring that operations are in compliance with University policies and standards, and applicable local, nationally recognized standards of best practices, and state and federal occupational safety and environmental quality and health requirements. This position is also responsible for providing guidance, support and implementing the campus’ comprehensive environmental, health and safety program. The programs support the teaching, service and research mission of the campus community, and its facilities.   Key Qualifications      General understanding of industrial operations, science, and research in educational institutions   Working knowledge of industrial hygiene (IH) and engineering principles.   Knowledge of and ability to apply Federal and California-specific regulations as they relate to safety and environmental protection.   Knowledge of basic methods and procedures for research and statistical analysis and the ability to apply them.   Knowledge of computer office systems and ability to use a broad range of technology, systems, and software packages (Microsoft Office Suite, Google applications, social media)   Excellent written and verbal communication skills.   Demonstrates an effective capability of managing multiple projects, has strong training and interpersonal skills.   Expertise in investigating and analyzing problems with a broad administrative impact and implications, and ability to address them proactively and use considerable judgment and discretion.   Skill in the research, development and evaluation of policies and programs, including skill in the collection, evaluation, and interpretation of data to develop sound conclusions and make appropriate recommendations.   Demonstrated ability to deal appropriately with confidential information and exercise good judgment on sensitive matters.   Demonstrated ability to effectively interpret, organize, and present information and ideas in written or presentation form.   Interpersonal, and communication skills, including ability to work effectively with people of diverse backgrounds and in a team-oriented environment.   Demonstrated ability to establish and maintain effective working relationships within and outside the work group and serve as a liaison for the organizational unit.   Compile, write, and present reports related to program.   Exercise independent judgment and discretion reflective of a thorough knowledge of environmental health, safety, and risk management.   Take initiative and independently plan, organize, coordinate, and perform work in various situations were numerous and diverse demands are involved.   Assess safety and training needs and train others on new skills and procedures and provide lead work direction.   Obtain and maintain a valid California Class C driver’s license and meet the criteria for Driving on University (State) business.      To view the full list of qualifications and job responsibilities, please click the  Position Description  button above.   Education and Experience      Bachelor’s degree in health science, one of the physical sciences, occupational safety, risk management or other loss control emphasis from an accredited college or university and/or equivalent training and work experience.   Three years of work experience in the environmental, industrial hygiene, hazardous materials, and/or occupational safety field.    Preferred Qualifications:    Bachelor’s degree in health science, one of the physical sciences, occupational safety, risk management or other loss control emphasis.   Experience working in a higher education science or research environment.   Master’s Degree in health science, one of the physical sciences, occupational safety, risk management or other loss control emphasis from an accredited college or university.   Possess a Board of Certified Safety Professionals Certification (ASP, GSP, or CSP) or possess a current certification in industrial hygiene (CIH).   Experience administrating, configuring, and troubleshooting learning management systems.   Experience using environmental and occupational safety compliance software and creating and generating reports.               Department Summary    The Office of Environmental Health & Safety and Risk Management (EHS/RM) aims to support the overall academic mission, and ensure the protection of the health and safety of all members of the University community through the effective mitigation of University risk hazards.   Deadline & Application Instructions    Applications received by  July 20, 2023  will be given full consideration by the search committee.     Applications received after that date will be forwarded at the request of the Hiring Manager and/or search committee.     Please click “Apply Now” to complete the employment application for California State University, Fresno. Interested applicants must complete the application and attach the following: 1) their most recent resumé/vitae, 2) a cover letter that addresses their specific qualifications and interest, and 3) contact information for three professional references.   Fresno State    California State University, Fresno is one of 23 campuses in the California State University System. The University's mission is to boldly educate and empower students for success through our values of Discovery, Diversity and Distinction. The current student population is more than 25,000, including a large percentage of students with diverse and culturally rich backgrounds. The University serves the San Joaquin Valley while maintaining deep involvement with the state, nation, and across the globe.   Metropolitan Fresno, with a multi-ethnic population of over 527,000, is located in the heart of the San Joaquin Valley. The campus is within driving distance of Yosemite, Kings Canyon and Sequoia National Parks, San Francisco, Los Angeles, the Monterey Peninsula, beaches, sailing, lakes, and numerous ski resorts. Fresno boasts one of the most reasonable housing markets in California and offers a wide array of locally grown fruits and produce.   Equal Employment Opportunity Information    California State University, Fresno is committed to maintaining and implementing employment policies and procedures in compliance with applicable state and federal equal employment opportunity laws and regulations. Executive Orders 1096 and 1097 prohibit discrimination, harassment, and retaliation on the basis of a protected status: race, color, religion, national origin, ancestry, age, sex (including gender identity), sexual orientation, marital status, pregnancy, mental disability, physical disability, medical condition and covered veteran status. Fresno State's commitment to diversity informs our efforts in recruitment, hiring, and retention. We are proud to be an affirmative action and equal opportunity employer.   COVID19 Vaccination Policy    Per the CSU COVID-19 Vaccination Policy , it is strongly recommended that all employees who are accessing office and campus facilities follow COVID-19 vaccine recommendations adopted by the U.S. Centers for Disease Control and Prevention (CDC) and the California Department of Public Health (CDPH) applicable to their age, medical condition, and other relevant indications. Questions may be sent to hr@csufresno.edu .   Supplemental Information    Following a conditional offer of employment, a background check (including a criminal records check) must be completed satisfactorily before any candidate may start work with California State University, Fresno. Failure to satisfactorily complete the background check may result in the withdrawal of the offer of employment. Current employees who are offered positions on campus will be required to undergo a background check for any position where a background check is required by law or that Fresno State has identified as sensitive.   The person holding this position is considered a "mandated reporter" under the California Child Abuse and Neglect Reporting Act and is required to comply with the requirements set forth in CSU Executive Order 1083 as a condition of employment.   This position may be a "designated position" under the California State University's Conflict of Interest Code. This will require the filing of a Statement of Economic Interest on an annual basis and the completion of training within six (6) months of assuming office and every two (2) years thereafter.   Fresno State is a tobacco-free, smoke-free and vapor-free campus.   Fresno State is not a sponsoring agency for staff or management positions. (e.g. H1-B Visas)  Advertised: Jun 23 2023 Pacific Daylight Time  Applications close:  Closing Date/Time:
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            Description    The Departments:    The City of Santa Clara is recruiting for two Compliance Manager positions: one (1) position in the Electric Utility Department, and one (1) position in the Water and Sewer Utilities Department.    The Electric Department, doing business as “Silicon Valley Power,” (SVP) currently provides over 600 Megawatts of power to residential and business customers within Santa Clara, of which 40 percent of comes from carbon-free renewable resources. In addition to operating several in-town generation plants, SVP owns and operates Santa Clara’s transmission and distribution electric system. It is the mission of Silicon Valley Power to be a progressive, service-oriented utility, offering reliable, competitively priced services for the benefit of Santa Clara and its customers. Being competitive in the marketplace with a continuous focus on customer service, SVP can provide economic value to the City of Santa Clara and its customers while maintaining low residential rates and offering competitive rates for all customers.    The Water and Sewer Utilities Department is a utility enterprise that provides planning, design, construction, maintenance, and operation of the City's water distribution system, sewer collection system, and recycled water system. For more information about Water and Sewer Utilities please visit the department website .     The Positions:       Electric Utility Department:  The Compliance Manager for the Electric Utility (SVP) will lead the department’s North American Electric Reliability Corporation (NERC) Compliance Program. Based on SVP’s NERC Registrations as a Transmission Owner, Transmission Operator, Distribution Provider, Transmission Planner, Generation Owner, and Generation Operator, the Compliance Manager monitors NERC Reliability Standard projects and works with business units across the utility to plan a strategy for meeting compliance with upcoming regulatory changes. This position also performs ongoing reviews of the utility’s current practices, and operational events for compliance with existing reliability standards. The NERC Compliance Manager interfaces with the Western Electric Coordinating Council (SVP’s Compliance Enforcement Authority) for compliance spot checks, annual self-certifications, and the triennial NERC/WECC Audit. The Compliance Manager will prepare the utility for upcoming audits, coordinate compliance with SVP’s neighboring utility as needed, manage contracts as well as contractors and support staff. The ideal candidate will have: a good grasp of vertically integrated utility operations, strong analytical and writing skills, excellent organizational and record-keeping skills, experience with SharePoint, and experience organizing and leading teams. The Compliance Manager (NERC) for the Electric Utility must pass a criminal history background check that meets the requirements of NERC Standard CIP-004 prior to employment and every 7 years thereafter.     Water and Sewer Utilities Department:  The Compliance Manager for the Water and Sewer Utilities position oversees the Code Enforcement, Water Resources Specialist and administrative staff. This is a critical position with the responsibilities that include managing the City's water quality monitoring program to ensure the protection of the public and compliance with all applicable drinking water regulations as promulgated by the California Department of Health Services, California Environmental Protection Agency, and the U.S. Environmental Protection Agency; managing all State and Federal regulatory programs and issues for the protection of the public and employees from industrial accidents, and occupational and environmental health hazards. Also managing all ongoing water and sewer utility compliance with applicable regulations/standards/policies governed by OSHA, Cal OSHA, EPA, DOT, California Department of Health Services, State Water Resource Control Board, the Regional Water Quality Control Board and any other Federal, State, and local regulatory agency and when necessary, direct corrective action that may include halting an operation. Due to the level and day-to-day responsibility of the Compliance Manager, this position is integral to the Water and Sewer Utilities.  The Compliance Manager is a key leadership position in the unclassified service with assigned responsibility for ensuring compliance with all Federal, State and local laws, regulations, permits for City of Santa Clara within the Electric Utility, Water & Sewer Utilities and Public Works Departments. The employee will provide the leadership of all employees through coaching, enabling and facilitating a team environment and working collaboratively with internal and external customers. Individual is responsible for initiating actions up to and including stopping an operation when necessary to assure full compliance.   As a member of the City's Unclassified Service Compliance Manager is an "at-will" position and the incumbent serves at the discretion of the City Manager. An incumbent in this classification: demonstrates strong ethical, professional, and service-oriented leadership and interpersonal skills, sets a good example; and correctly applies the tenets of the City's Code of Ethics and Values.  Additional Information: You must answer all job specific questions in order to be considered for this vacancy or your application will be deemed incomplete and withheld from further consideration. Applications must be filled out completely (i.e. do not write “see resume or personnel file.”) To receive consideration for the screening process, candidates must submit a  1) Cover Letter 2) Resume and (3) Answers to Supplemental   Questions. Incomplete   applications will not be accepted.  Application packets may be submitted online through the “Apply Now” feature on the job announcement at www.santaclaraca.gov .      This position is open until filled: Applications will be reviewed on a bi-weekly basis for consideration to the position. If you are interested in applying you are encouraged to apply as soon as possible, before the position is closed.          The City of Santa Clara is an equal opportunity employer. Applicants for all job openings will be considered without regard to age, race, color, religion, sex, national origin, sexual orientation, disability, veteran status or any other consideration made unlawful under any federal, state or local laws. The City of Santa Clara is committed to offering reasonable accommodations to job applicants with disabilities. If you need assistance or an accommodation due to a disability, please contact us at (408) 615-2080 or HumanResources@santaclaraca.gov .         THIS RECRUITMENT MAY BE USED TO FILL MULTIPLE POSITIONS IN THIS, OR OTHER DIVISIONS OR DEPARTMENTS BESIDES THE POSITIONS LISTED BELOW. IF YOU ARE INTERESTED IN EMPLOYMENT IN THIS CLASSIFICATION, YOU SHOULD APPLY TO ENSURE YOU ARE CONSIDERED FOR ADDITIONAL OPPORTUNITIES THAT MAY UTILIZE THE APPLICANTS FROM THIS RECRUITMENT.            MEETING THE MINIMUM QUALIFICATIONS DOES NOT GUARANTEE ADMITTANCE INTO THE EXAMINATION PROCESS. ONLY THE MOST QUALIFIED CANDIDATES WHO DEMONSTRATE THE BEST COMBINATION OF QUALIFICATIONS IN RELATION TO THE REQUIREMENTS AND DUTIES OF THE POSITION WILL BE INVITED TO TEST OR INTERVIEW.        .  Typical Duties  Duties include, but are not limited to the following:  Under general direction:  For the Electric Utility and Water and Sewer Utilities Departments:  • Works with all personnel ensuring an injury free work place;  • Develops the programs and procedures necessary to be in compliance with all Federal, State and local environmental, health and safety and security laws, regulations and permits;  • Maintains water quality, environmental, health, safety and security files and compliance with State and Federal regulations;  • Develops and provides training for employees through coaching, enabling, and facilitating techniques and ensures that effective training programs are in place;  • Utilizes continuous improvement tools like benchmarking, and establishes key process measures that meet the organization's needs;  • Develops and implements incident investigation and reporting programs, and takes appropriate preventive actions;  • Maintains the Material Safety Data Sheet System to ensure it is complete and up-to-date;  • Reviews and revises all pertinent materials l for content, comprehension level, and clarity;  • Maintains current information on applicable laws, regulations and permits with Federal and State agencies;  • Provides necessary budgeting , communication, contracting, , agency relations with Federal, State and local regulatory bodies  • Ensures that performance standards and records management requirements are met to achieve outcomes and expectations;  • Assists in the preparation of material and evidence for the organization's use in hearings, lawsuits, and insurance investigations;  • Ensures maintenance of applicable professional certifications required for employees; and  • Performs other related duties as assigned.  For the Electric Utility Department:  • Manages all environmental, health, safety, reliability and security programs and issues to ensure employee safety;  • Manages and directs all facility environmental programs including hazardous and non-hazardous waste, air and water permitting and all facility compliance with applicable regulations/standards/policies governed by OSHA, Cal OSHA, EPA, NFPA, DOT, BAAQMD, CEC, FERC, WECC, and any other Federal, State and local regulatory agencies;  • Conducts health & safety, health, physical security, environmental and behavioral based management system audits to identify existing and potential deficiencies and monitors corrective actions identified, and to assess compliance with standards and assure implementation of required changes;  • Develops and implements the medical surveillance program, including hazardous materials exposure, hearing conservation, respiratory protection and any others as needed;  • Coordinates all activities associated with Worker's Compensation with the Human Resources Department; and  • Maintains the Material Safety Data Sheet System to ensure it is complete and up to date.  For the Water and Sewer Utilities Department:  • Manages the City's water quality monitoring program to ensure the protection of the public and compliance with all applicable drinking water regulations as promulgated by the State Water Resources Control Board (SWRCB) - Division of Drinking Water, California Environmental Protection Agency, and U.S. Environmental Protection Agency;  • Manages the City's demand side management programs to promote water conservation and the efficient use of water within the City;  • Manages all State and Federal regulatory programs and issues to ensure the protection of the public and employees safety;  • Manages and directs all facility environmental programs including hazardous and non-hazardous wastes, air and water permitting; and all ongoing water and sewer utility compliance with applicable regulations/standards/policies governed by OSHA, Cal OSHA, EPA, DOT, State Water Resources Control Board (SWRCB) - Division of Drinking Water and other applicable divisions, the Regional Water Quality Control Board and any other Federal, State and local regulatory agencies.  Minimum Qualifications  EDUCATION AND EXPERIENCE   For all departments:  • Education and experience equivalent to graduation from an accredited college or university with a Bachelor's degree in Chemistry, Environmental Studies or closely related field; and  • Three (3) years of experience at a responsible level in regulatory compliance in the electric utility, water and sewer utility industry, or storm water pollution prevention program.  Desirable Qualifications  • An additional two (2) years' experience in hazardous materials, management regulatory compliance in the electric or water resource planning in the water utility industry;  • A Master's degree in Chemistry, Environmental Studies, Engineering or Public Administration for positions in the Water & Sewer Utilities Department and Public Works Department.   LICENSE   Possession of a valid California Class C driver's license is required at the time of appointment and for duration of employment.  For Water & Sewer Utilities Department:  • Possession of a valid Water Distribution Operators Certificate (Grade D2, or above) or the ability to obtain that certificate within 12 months of appointment;  • Possession of a valid Collection System Maintenance certificate (Grade 2 or above) issued by the California Water Environment Association or the ability to obtain that certificate within 12 months of appointment.   OTHER REQUIREMENTS   • Must be able to perform all of the essential functions of the job.   • May be required to work unusual hours in emergency situations.   CONFLICT OF INTEREST   Incumbents in this position are required to file a Conflict-of-Interest statement upon assuming office, annually and upon leaving office, in accordance with City Manager Directive 100.  Knowledge, Skills, and Abilities  Knowledge of:   For all departments:  • Principles of leadership and management through coaching, enabling and facilitating employees working in a team environment and working collaboratively with internal and external (Federal, State and local) customers and agencies;  • Principles and practices of Electric Utility or Water & Sewer Utilities or Public Works environmental, health and safety and regulatory compliance methods;   • Applicable laws, regulations and permits, including Environmental Protection Agency, air emissions, clean water and hazardous waste;  • Applicable regulations/standards/policies governed by OSHA, Cal OSHA, EPA, DOT, CPUC;  • Principles and practices of budgeting, communication, contracting, performance standards, records management, and resource management to achieve outcomes and expectations in implementing compliance programs to be consistent with environmental, health, safety, security laws, regulations and permits;   • Modern office equipment, and computer software programs including but not limited to current windows applications, Word, Excel (advanced user) and PowerPoint;  • Effective leadership, supervision, training and project management principles and practices;  • Research methods and statistical analysis; and  • Familiarity with service request management platforms and other applicable technologies to provide oversight and monitoring.  For the Electric Utility Department:  • Applicable regulations/standards/policies governed by FERC, NERC and WECC.  For the Water and Sewer Utilities Department:  • Applicable laws, regulations and permits affecting the water and sewer utility industry, including Environmental Protection Agency, air emissions, and State Water Resources Control Board (SWRCB) - Division of Drinking Water and the City's Rules and Regulations for Sewers and Sewage Disposal; and  • Principles of water resource planning.   Ability to:   • Prepare, analyze and forecast complex sets of data and prepare necessary memorandums, reports, and charts as assigned;  • Identify requirements to ensure a safe, effective and efficient operation of the Electric Utility, Water & Sewer Utilities or Public Works Departments;  • Evaluate situations, identify problems, make logical decisions and follow through on resolution;  • Conduct research and analysis of complex technical issues; evaluate options and make recommendations for action; prepare staff reports and recommendations;  • Manage consultants and contractors to meet contract requirements;  • Interpret Federal, State and local regulations and assess impacts on City departments and the utilities' or public works customers;  • Communicate clearly and effectively verbally, and in writing, and make presentations to management and regulatory agencies;  • Establish and maintain effective working relationships with those contacted in the course of work including but not limited to supervisors, subordinates and customers;  • Work in a team-based environment and achieve common goals;  • Effectively handle multiple priorities, organize workload and meet strict deadlines; and  • Walk or stand for extended periods of time and bend, stoop, crawl, reach, carry, climb, and lift as necessary to perform assigned duties.   City of Santa Clara Benefit Summary Overview for Bargaining Unit #9   Miscellaneous Unclassified Management   This summary provides a brief overview of the City of Santa Clara’s benefits available to Bargaining Unit #9 employees in 2024. In the event of any conflict between the information in this summary and the applicable official plan documents, City Manager’s Directives (CMDs), Personnel and Salary Resolution, or Memorandum of Understanding (MOU), the applicable official plan documents, CMDs, Personnel and Salary Resolution, or MOU will prevail over this summary. Benefits are subject to change.   Retirement:    Membership in the California Public Employees Retirement System (CalPERS)    Classic Employees: 2.7% @ age 55 formula -employee pays 8.00% of gross pay, minus $61 bi-weekly   New Employees: 2.0% @ age 62 formula - employee pays 7.00% of gross pay      Medicare and Social Security (FICA)    Employee pays 6.20% up to $10,397.40(Social Security) and 1.45% (Medicare) of gross pay     Health Insurance:    City contribution up to $2042.82/month, based on enrollment in a CalPERS health plan   Employees electing health coverage with premiums above the City health contribution will pay additional premium costs from salary on a pre-tax basis   Coverage is effective as early asthe first day of the monthafter date of hire   If an employee enrolls in a plan with a premium that is less than $946.86/month, they will be paid the difference in cash   Employees hired on or after 1/1/2023who opt-out of City-offered health insurance and provide annual attestation and  acceptableproof of alternative required coverage for themselves and their tax family, if applicable, are eligible for a cash-in-lieu amount of $250/month. Contact Human Resources for more details   Dental Insurance:    Choice of two Delta Dental plans; enrollment is mandatory   City pays lowest cost employee only plan; additional cost is paid by employee   Coverage is effective as early asthe first day of the monthafter date of hire   Vision Insurance:    Choice of two VSP plans   City pays lowest cost employee only plan; additional cost is paid by employee   Coverage is effective as early asthe first day of the monthafter date of hire   Voluntary Employee Beneficiary Association (VEBA):    City contributes $50.00 a month toward employee’s VEBA account   Account funds may be used to pay for qualified medical expenses after separation from the City and after age 50 (pre-tax)   Life Insurance:    City pays for $50,000 of Basic Life Insurance coverage   Coverage is effective the first of the month after one calendar month of employment   Additional optional insurance may be purchased by the employee for the employee, spouse, domestic partner, and/or dependent children   State Disability Insurance (SDI):    Employee pays 1.1% of gross pay (includes Paid Family Leave)   7 day waiting period. Weekly paid leave for absences due to non-work related injuries/illnesses. Benefit is based on past earnings. Refer to edd.ca.gov for more information   Paid Family Leave (PFL):    Up to 8 weeks of benefits within a 12-month period to care for a family member or to bond with a new child   No waiting period. Weekly paid leave benefit. Benefit is based on past earnings. Refer to edd.ca.gov for more information     Long Term Disability (LTD) Insurance:    Benefit is 60% of basic wage up to $13,333; max $8,000/month   City paid benefit. City pays $.207/$100 of insured earnings   60 calendar day waiting period   Coverage is effective the first of the month after one calendar month of employment   Deferred Compensation:    Voluntary plan through Nationwide Retirement Solutions   Employee may contribute up to the lesser of the IRS maximum or100% of gross compensation into a pre-tax 457(b) account or a post-tax Roth 457(b) account (or a combination of the two accounts) subject to IRS rules   Flexible Spending Account (IRS Section 125 Plan):    Employee may contribute up to $3,200per year in pre-tax dollars to a health care spending account   Employee may contribute up to $5,000 per year in pre-tax dollars to a dependent care spending account   Employee may contribute up to $315per month in pre-tax dollars to a commuter benefit plan   Vacation:    Vacation is accrued bi-weekly, cannot use vacation during first 6 months of City service    For 1 -4 years of service: 10 days (80 hours)/year   For 5 -9 years of service: 15 days (120 hours)/year   For 10 - 15 years of service: 21 days (168 hours)/year   For 16 - 20 years of service: 22 days (176 hours)/year   For 21+ years of service: 24 days (192 hours)/year      Maximum accrual is 480 hours Once per year, employees can elect to convert up to 80 hours of accrued vacation to cash to be paid out in up to two cash-outs the following calendar year Sick Leave:    Sick leave is accrued bi-weekly for equivalent of 96 hours per calendar year with no maximum accrual    Up to 48 hours/year of accumulated sick leave may be used for family illness   Up to 32 hours/year of accumulated sick leave may be used for personal leave      Employee may convert sick leave to vacation once per calendar year (annual maximum conversion is 96 hours sick to 48 hours vacation) Partial sick leave payoff provision on retirement depending on years of service Management Leave:    120 hours of management leave credited to employees each January 1st    New employees hired between January 1st and June 30th receive 120 hours of management leave their first year   New employees hired between July 1st and December 31st receive 60 hours of management leave their first year      Unused management leave may be carried over from one calendar year to the next; however, an employee may never have more than 240 hours (calendar years 2021 through 2024) of “banked” management leave Holidays:    Seventeen paid eight-hour holidays per year (13 & 4 holidays between 12/25 to 1/1 of following year)   Mobile Communication Device Allowance:    $80/month in lieu of carrying a City-issued cell phone   Auto Allowance (an alternative to mileage reimbursement or use of a City vehicle):    Department Heads receive $320/month (up to $520, with City Manager approval). Assistant Department Heads and Division Managers can receive $200/month (Up to $500 with City Manager approval)    Tuition Reimbursement Program:    Up to $2,000 per fiscal year for tuition reimbursement   Employee Assistance Program:    Confidential counseling to employees and dependents. Up to maximum of five (5) consultations per family member per incident per year   City paid benefit   Retiree Medical Reimbursement Program:    Employees who retire from the City with at least ten (10) years of service shall receive reimbursement to help cover retiree single health insurance premiums. The reimbursement maximum includes the PEMHCA minimum.   Up to age 65, retirees are eligible for reimbursement up to$416/month in 2024(amount adjusted annually)   After age 65, retirees are eligible for reimbursement up to $249/month in 2024(amount adjusted annually)   Alternate Work Schedule:    An employee shall be eligible to work a 9/80 alternate work schedule according to the conditions, criteria, and requirements set forth in City Manager's Directive 71. Requests to work a 9/80 schedule shall be made through or by the Department Head to the City Manager. The City Manager must approve the schedule and the City Manager or Department Head (for employees other than Department Heads) may terminate the schedule at anytime.  
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        Description    The Departments:    The City of Santa Clara is recruiting for two Compliance Manager positions: one (1) position in the Electric Utility Department, and one (1) position in the Water and Sewer Utilities Department.    The Electric Department, doing business as “Silicon Valley Power,” (SVP) currently provides over 600 Megawatts of power to residential and business customers within Santa Clara, of which 40 percent of comes from carbon-free renewable resources. In addition to operating several in-town generation plants, SVP owns and operates Santa Clara’s transmission and distribution electric system. It is the mission of Silicon Valley Power to be a progressive, service-oriented utility, offering reliable, competitively priced services for the benefit of Santa Clara and its customers. Being competitive in the marketplace with a continuous focus on customer service, SVP can provide economic value to the City of Santa Clara and its customers while maintaining low residential rates and offering competitive rates for all customers.    The Water and Sewer Utilities Department is a utility enterprise that provides planning, design, construction, maintenance, and operation of the City's water distribution system, sewer collection system, and recycled water system. For more information about Water and Sewer Utilities please visit the department website .     The Positions:       Electric Utility Department:  The Compliance Manager for the Electric Utility (SVP) will lead the department’s North American Electric Reliability Corporation (NERC) Compliance Program. Based on SVP’s NERC Registrations as a Transmission Owner, Transmission Operator, Distribution Provider, Transmission Planner, Generation Owner, and Generation Operator, the Compliance Manager monitors NERC Reliability Standard projects and works with business units across the utility to plan a strategy for meeting compliance with upcoming regulatory changes. This position also performs ongoing reviews of the utility’s current practices, and operational events for compliance with existing reliability standards. The NERC Compliance Manager interfaces with the Western Electric Coordinating Council (SVP’s Compliance Enforcement Authority) for compliance spot checks, annual self-certifications, and the triennial NERC/WECC Audit. The Compliance Manager will prepare the utility for upcoming audits, coordinate compliance with SVP’s neighboring utility as needed, manage contracts as well as contractors and support staff. The ideal candidate will have: a good grasp of vertically integrated utility operations, strong analytical and writing skills, excellent organizational and record-keeping skills, experience with SharePoint, and experience organizing and leading teams. The Compliance Manager (NERC) for the Electric Utility must pass a criminal history background check that meets the requirements of NERC Standard CIP-004 prior to employment and every 7 years thereafter.     Water and Sewer Utilities Department:  The Compliance Manager for the Water and Sewer Utilities position oversees the Code Enforcement, Water Resources Specialist and administrative staff. This is a critical position with the responsibilities that include managing the City's water quality monitoring program to ensure the protection of the public and compliance with all applicable drinking water regulations as promulgated by the California Department of Health Services, California Environmental Protection Agency, and the U.S. Environmental Protection Agency; managing all State and Federal regulatory programs and issues for the protection of the public and employees from industrial accidents, and occupational and environmental health hazards. Also managing all ongoing water and sewer utility compliance with applicable regulations/standards/policies governed by OSHA, Cal OSHA, EPA, DOT, California Department of Health Services, State Water Resource Control Board, the Regional Water Quality Control Board and any other Federal, State, and local regulatory agency and when necessary, direct corrective action that may include halting an operation. Due to the level and day-to-day responsibility of the Compliance Manager, this position is integral to the Water and Sewer Utilities.  The Compliance Manager is a key leadership position in the unclassified service with assigned responsibility for ensuring compliance with all Federal, State and local laws, regulations, permits for City of Santa Clara within the Electric Utility, Water & Sewer Utilities and Public Works Departments. The employee will provide the leadership of all employees through coaching, enabling and facilitating a team environment and working collaboratively with internal and external customers. Individual is responsible for initiating actions up to and including stopping an operation when necessary to assure full compliance.   As a member of the City's Unclassified Service Compliance Manager is an "at-will" position and the incumbent serves at the discretion of the City Manager. An incumbent in this classification: demonstrates strong ethical, professional, and service-oriented leadership and interpersonal skills, sets a good example; and correctly applies the tenets of the City's Code of Ethics and Values.  Additional Information: You must answer all job specific questions in order to be considered for this vacancy or your application will be deemed incomplete and withheld from further consideration. Applications must be filled out completely (i.e. do not write “see resume or personnel file.”) To receive consideration for the screening process, candidates must submit a  1) Cover Letter 2) Resume and (3) Answers to Supplemental   Questions. Incomplete   applications will not be accepted.  Application packets may be submitted online through the “Apply Now” feature on the job announcement at www.santaclaraca.gov .      This position is open until filled: Applications will be reviewed on a bi-weekly basis for consideration to the position. If you are interested in applying you are encouraged to apply as soon as possible, before the position is closed.          The City of Santa Clara is an equal opportunity employer. Applicants for all job openings will be considered without regard to age, race, color, religion, sex, national origin, sexual orientation, disability, veteran status or any other consideration made unlawful under any federal, state or local laws. The City of Santa Clara is committed to offering reasonable accommodations to job applicants with disabilities. If you need assistance or an accommodation due to a disability, please contact us at (408) 615-2080 or HumanResources@santaclaraca.gov .         THIS RECRUITMENT MAY BE USED TO FILL MULTIPLE POSITIONS IN THIS, OR OTHER DIVISIONS OR DEPARTMENTS BESIDES THE POSITIONS LISTED BELOW. IF YOU ARE INTERESTED IN EMPLOYMENT IN THIS CLASSIFICATION, YOU SHOULD APPLY TO ENSURE YOU ARE CONSIDERED FOR ADDITIONAL OPPORTUNITIES THAT MAY UTILIZE THE APPLICANTS FROM THIS RECRUITMENT.            MEETING THE MINIMUM QUALIFICATIONS DOES NOT GUARANTEE ADMITTANCE INTO THE EXAMINATION PROCESS. ONLY THE MOST QUALIFIED CANDIDATES WHO DEMONSTRATE THE BEST COMBINATION OF QUALIFICATIONS IN RELATION TO THE REQUIREMENTS AND DUTIES OF THE POSITION WILL BE INVITED TO TEST OR INTERVIEW.        .  Typical Duties  Duties include, but are not limited to the following:  Under general direction:  For the Electric Utility and Water and Sewer Utilities Departments:  • Works with all personnel ensuring an injury free work place;  • Develops the programs and procedures necessary to be in compliance with all Federal, State and local environmental, health and safety and security laws, regulations and permits;  • Maintains water quality, environmental, health, safety and security files and compliance with State and Federal regulations;  • Develops and provides training for employees through coaching, enabling, and facilitating techniques and ensures that effective training programs are in place;  • Utilizes continuous improvement tools like benchmarking, and establishes key process measures that meet the organization's needs;  • Develops and implements incident investigation and reporting programs, and takes appropriate preventive actions;  • Maintains the Material Safety Data Sheet System to ensure it is complete and up-to-date;  • Reviews and revises all pertinent materials l for content, comprehension level, and clarity;  • Maintains current information on applicable laws, regulations and permits with Federal and State agencies;  • Provides necessary budgeting , communication, contracting, , agency relations with Federal, State and local regulatory bodies  • Ensures that performance standards and records management requirements are met to achieve outcomes and expectations;  • Assists in the preparation of material and evidence for the organization's use in hearings, lawsuits, and insurance investigations;  • Ensures maintenance of applicable professional certifications required for employees; and  • Performs other related duties as assigned.  For the Electric Utility Department:  • Manages all environmental, health, safety, reliability and security programs and issues to ensure employee safety;  • Manages and directs all facility environmental programs including hazardous and non-hazardous waste, air and water permitting and all facility compliance with applicable regulations/standards/policies governed by OSHA, Cal OSHA, EPA, NFPA, DOT, BAAQMD, CEC, FERC, WECC, and any other Federal, State and local regulatory agencies;  • Conducts health & safety, health, physical security, environmental and behavioral based management system audits to identify existing and potential deficiencies and monitors corrective actions identified, and to assess compliance with standards and assure implementation of required changes;  • Develops and implements the medical surveillance program, including hazardous materials exposure, hearing conservation, respiratory protection and any others as needed;  • Coordinates all activities associated with Worker's Compensation with the Human Resources Department; and  • Maintains the Material Safety Data Sheet System to ensure it is complete and up to date.  For the Water and Sewer Utilities Department:  • Manages the City's water quality monitoring program to ensure the protection of the public and compliance with all applicable drinking water regulations as promulgated by the State Water Resources Control Board (SWRCB) - Division of Drinking Water, California Environmental Protection Agency, and U.S. Environmental Protection Agency;  • Manages the City's demand side management programs to promote water conservation and the efficient use of water within the City;  • Manages all State and Federal regulatory programs and issues to ensure the protection of the public and employees safety;  • Manages and directs all facility environmental programs including hazardous and non-hazardous wastes, air and water permitting; and all ongoing water and sewer utility compliance with applicable regulations/standards/policies governed by OSHA, Cal OSHA, EPA, DOT, State Water Resources Control Board (SWRCB) - Division of Drinking Water and other applicable divisions, the Regional Water Quality Control Board and any other Federal, State and local regulatory agencies.  Minimum Qualifications  EDUCATION AND EXPERIENCE   For all departments:  • Education and experience equivalent to graduation from an accredited college or university with a Bachelor's degree in Chemistry, Environmental Studies or closely related field; and  • Three (3) years of experience at a responsible level in regulatory compliance in the electric utility, water and sewer utility industry, or storm water pollution prevention program.  Desirable Qualifications  • An additional two (2) years' experience in hazardous materials, management regulatory compliance in the electric or water resource planning in the water utility industry;  • A Master's degree in Chemistry, Environmental Studies, Engineering or Public Administration for positions in the Water & Sewer Utilities Department and Public Works Department.   LICENSE   Possession of a valid California Class C driver's license is required at the time of appointment and for duration of employment.  For Water & Sewer Utilities Department:  • Possession of a valid Water Distribution Operators Certificate (Grade D2, or above) or the ability to obtain that certificate within 12 months of appointment;  • Possession of a valid Collection System Maintenance certificate (Grade 2 or above) issued by the California Water Environment Association or the ability to obtain that certificate within 12 months of appointment.   OTHER REQUIREMENTS   • Must be able to perform all of the essential functions of the job.   • May be required to work unusual hours in emergency situations.   CONFLICT OF INTEREST   Incumbents in this position are required to file a Conflict-of-Interest statement upon assuming office, annually and upon leaving office, in accordance with City Manager Directive 100.  Knowledge, Skills, and Abilities  Knowledge of:   For all departments:  • Principles of leadership and management through coaching, enabling and facilitating employees working in a team environment and working collaboratively with internal and external (Federal, State and local) customers and agencies;  • Principles and practices of Electric Utility or Water & Sewer Utilities or Public Works environmental, health and safety and regulatory compliance methods;   • Applicable laws, regulations and permits, including Environmental Protection Agency, air emissions, clean water and hazardous waste;  • Applicable regulations/standards/policies governed by OSHA, Cal OSHA, EPA, DOT, CPUC;  • Principles and practices of budgeting, communication, contracting, performance standards, records management, and resource management to achieve outcomes and expectations in implementing compliance programs to be consistent with environmental, health, safety, security laws, regulations and permits;   • Modern office equipment, and computer software programs including but not limited to current windows applications, Word, Excel (advanced user) and PowerPoint;  • Effective leadership, supervision, training and project management principles and practices;  • Research methods and statistical analysis; and  • Familiarity with service request management platforms and other applicable technologies to provide oversight and monitoring.  For the Electric Utility Department:  • Applicable regulations/standards/policies governed by FERC, NERC and WECC.  For the Water and Sewer Utilities Department:  • Applicable laws, regulations and permits affecting the water and sewer utility industry, including Environmental Protection Agency, air emissions, and State Water Resources Control Board (SWRCB) - Division of Drinking Water and the City's Rules and Regulations for Sewers and Sewage Disposal; and  • Principles of water resource planning.   Ability to:   • Prepare, analyze and forecast complex sets of data and prepare necessary memorandums, reports, and charts as assigned;  • Identify requirements to ensure a safe, effective and efficient operation of the Electric Utility, Water & Sewer Utilities or Public Works Departments;  • Evaluate situations, identify problems, make logical decisions and follow through on resolution;  • Conduct research and analysis of complex technical issues; evaluate options and make recommendations for action; prepare staff reports and recommendations;  • Manage consultants and contractors to meet contract requirements;  • Interpret Federal, State and local regulations and assess impacts on City departments and the utilities' or public works customers;  • Communicate clearly and effectively verbally, and in writing, and make presentations to management and regulatory agencies;  • Establish and maintain effective working relationships with those contacted in the course of work including but not limited to supervisors, subordinates and customers;  • Work in a team-based environment and achieve common goals;  • Effectively handle multiple priorities, organize workload and meet strict deadlines; and  • Walk or stand for extended periods of time and bend, stoop, crawl, reach, carry, climb, and lift as necessary to perform assigned duties.   City of Santa Clara Benefit Summary Overview for Bargaining Unit #9   Miscellaneous Unclassified Management   This summary provides a brief overview of the City of Santa Clara’s benefits available to Bargaining Unit #9 employees in 2024. In the event of any conflict between the information in this summary and the applicable official plan documents, City Manager’s Directives (CMDs), Personnel and Salary Resolution, or Memorandum of Understanding (MOU), the applicable official plan documents, CMDs, Personnel and Salary Resolution, or MOU will prevail over this summary. Benefits are subject to change.   Retirement:    Membership in the California Public Employees Retirement System (CalPERS)    Classic Employees: 2.7% @ age 55 formula -employee pays 8.00% of gross pay, minus $61 bi-weekly   New Employees: 2.0% @ age 62 formula - employee pays 7.00% of gross pay      Medicare and Social Security (FICA)    Employee pays 6.20% up to $10,397.40(Social Security) and 1.45% (Medicare) of gross pay     Health Insurance:    City contribution up to $2042.82/month, based on enrollment in a CalPERS health plan   Employees electing health coverage with premiums above the City health contribution will pay additional premium costs from salary on a pre-tax basis   Coverage is effective as early asthe first day of the monthafter date of hire   If an employee enrolls in a plan with a premium that is less than $946.86/month, they will be paid the difference in cash   Employees hired on or after 1/1/2023who opt-out of City-offered health insurance and provide annual attestation and  acceptableproof of alternative required coverage for themselves and their tax family, if applicable, are eligible for a cash-in-lieu amount of $250/month. Contact Human Resources for more details   Dental Insurance:    Choice of two Delta Dental plans; enrollment is mandatory   City pays lowest cost employee only plan; additional cost is paid by employee   Coverage is effective as early asthe first day of the monthafter date of hire   Vision Insurance:    Choice of two VSP plans   City pays lowest cost employee only plan; additional cost is paid by employee   Coverage is effective as early asthe first day of the monthafter date of hire   Voluntary Employee Beneficiary Association (VEBA):    City contributes $50.00 a month toward employee’s VEBA account   Account funds may be used to pay for qualified medical expenses after separation from the City and after age 50 (pre-tax)   Life Insurance:    City pays for $50,000 of Basic Life Insurance coverage   Coverage is effective the first of the month after one calendar month of employment   Additional optional insurance may be purchased by the employee for the employee, spouse, domestic partner, and/or dependent children   State Disability Insurance (SDI):    Employee pays 1.1% of gross pay (includes Paid Family Leave)   7 day waiting period. Weekly paid leave for absences due to non-work related injuries/illnesses. Benefit is based on past earnings. Refer to edd.ca.gov for more information   Paid Family Leave (PFL):    Up to 8 weeks of benefits within a 12-month period to care for a family member or to bond with a new child   No waiting period. Weekly paid leave benefit. Benefit is based on past earnings. Refer to edd.ca.gov for more information     Long Term Disability (LTD) Insurance:    Benefit is 60% of basic wage up to $13,333; max $8,000/month   City paid benefit. City pays $.207/$100 of insured earnings   60 calendar day waiting period   Coverage is effective the first of the month after one calendar month of employment   Deferred Compensation:    Voluntary plan through Nationwide Retirement Solutions   Employee may contribute up to the lesser of the IRS maximum or100% of gross compensation into a pre-tax 457(b) account or a post-tax Roth 457(b) account (or a combination of the two accounts) subject to IRS rules   Flexible Spending Account (IRS Section 125 Plan):    Employee may contribute up to $3,200per year in pre-tax dollars to a health care spending account   Employee may contribute up to $5,000 per year in pre-tax dollars to a dependent care spending account   Employee may contribute up to $315per month in pre-tax dollars to a commuter benefit plan   Vacation:    Vacation is accrued bi-weekly, cannot use vacation during first 6 months of City service    For 1 -4 years of service: 10 days (80 hours)/year   For 5 -9 years of service: 15 days (120 hours)/year   For 10 - 15 years of service: 21 days (168 hours)/year   For 16 - 20 years of service: 22 days (176 hours)/year   For 21+ years of service: 24 days (192 hours)/year      Maximum accrual is 480 hours Once per year, employees can elect to convert up to 80 hours of accrued vacation to cash to be paid out in up to two cash-outs the following calendar year Sick Leave:    Sick leave is accrued bi-weekly for equivalent of 96 hours per calendar year with no maximum accrual    Up to 48 hours/year of accumulated sick leave may be used for family illness   Up to 32 hours/year of accumulated sick leave may be used for personal leave      Employee may convert sick leave to vacation once per calendar year (annual maximum conversion is 96 hours sick to 48 hours vacation) Partial sick leave payoff provision on retirement depending on years of service Management Leave:    120 hours of management leave credited to employees each January 1st    New employees hired between January 1st and June 30th receive 120 hours of management leave their first year   New employees hired between July 1st and December 31st receive 60 hours of management leave their first year      Unused management leave may be carried over from one calendar year to the next; however, an employee may never have more than 240 hours (calendar years 2021 through 2024) of “banked” management leave Holidays:    Seventeen paid eight-hour holidays per year (13 & 4 holidays between 12/25 to 1/1 of following year)   Mobile Communication Device Allowance:    $80/month in lieu of carrying a City-issued cell phone   Auto Allowance (an alternative to mileage reimbursement or use of a City vehicle):    Department Heads receive $320/month (up to $520, with City Manager approval). Assistant Department Heads and Division Managers can receive $200/month (Up to $500 with City Manager approval)    Tuition Reimbursement Program:    Up to $2,000 per fiscal year for tuition reimbursement   Employee Assistance Program:    Confidential counseling to employees and dependents. Up to maximum of five (5) consultations per family member per incident per year   City paid benefit   Retiree Medical Reimbursement Program:    Employees who retire from the City with at least ten (10) years of service shall receive reimbursement to help cover retiree single health insurance premiums. The reimbursement maximum includes the PEMHCA minimum.   Up to age 65, retirees are eligible for reimbursement up to$416/month in 2024(amount adjusted annually)   After age 65, retirees are eligible for reimbursement up to $249/month in 2024(amount adjusted annually)   Alternate Work Schedule:    An employee shall be eligible to work a 9/80 alternate work schedule according to the conditions, criteria, and requirements set forth in City Manager's Directive 71. Requests to work a 9/80 schedule shall be made through or by the Department Head to the City Manager. The City Manager must approve the schedule and the City Manager or Department Head (for employees other than Department Heads) may terminate the schedule at anytime.  
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             Type of Appointment : Full-Time, Probationary    Collective Bargaining Unit : California State University Employees Union - Unit 9    Job Classification : Administrative Analyst/Specialist - Exempt II    Anticipated Hiring Amount:  Up to $5,273 per month    Work Hours : Monday - Friday 8:00am-5:00pm; Occasional Evenings and Weekends   THE DEPARTMENT    The Division of University Advancement’s primary purpose is to enhance the private support and knowledge of the university. University Development develops programs, events, and activities that stimulate the involvement and interest of alumni, friends, parents, corporations, and foundations to develop relationships which cultivate and foster relationships and stimulate giving to the university. Under the telework policy it is understood that your physical presence may be required on individual scheduled remote days based on the needs of the campus, division, department, or request of your HEERA Manager.   DUTIES AND RESPONSIBILITIES    Large-Scale Campus Events, Celebrations, Ceremonies, Etc.     Plan and implement high-profile major events such as the UAD milestone celebrations, regional events, and special recognition events, such as the Founders' Society.   Assist with and staff groundbreaking ceremonies, building dedications, government and community relations events, and any other events as assigned. Work with colleges and deans on special initiatives and events when requested.   Support the Special Events team with the execution of the campus’s commencement ceremonies. Partnering to provide logistical support and execution, vendor review, administrative and technical support via Marching Order and additional event planning duties.   Create and implement a comprehensive planning and production schedule for events including identification of goals and objectives, development and implementation of event budget, marketing plan, production timeline, program storyboarding, space design, and menu ordering and design. Able to effectively support and present ideas and concepts either written or by presentation to convey the plans, goals and updates.   Assist the director with special projects as requested. Responsible for attending meetings, managing event planning processes, and leading office staff (in the absence of the Director), students, student interns, volunteer committee leads, and general volunteers.   Actively participate in meetings with campus departments or colleges to help with the planning and implementation of major events, conferences, or programs. Coordinate with staff presenting ideas to ensure events are planned appropriately, in a timely manner and are held in a safe and risk-free manner.   Work closely with the various campus service departments to guarantee appropriate responsiveness and follow-through for all events. Assist the director with special projects as requested.   Responsible for attending meetings, managing event planning processes, and supervising office staff (in the absence of the Director), students, student interns, volunteer committee leads, and general volunteers.   Travel for regional and off campus events as needed, providing on-site coordination for off-campus events or activities. Plan and provide coordination for off campus events. Work with public contacts that include donors of all levels, prospects, corporations, and campus partners.   Provide high-level administrative support that includes identification and review of locations, development and implantation of an event budget, research and analyze off campus vendors for cost and safety and additional areas as needed to support the off campus visit or event.   Provide on-site coordination of events including but not limited to, logistics, staffing, food and beverage ordering, and program implementation.   Accurately interprets and reviews all state, county and CSU laws and guidelines are met in relation to the execution of events. Ensuring that all permit requests are submitted in a timely manner and meet all campus, CSU, county, state, etc. policies and guidelines. Works closely with various departments from Risk Management, Environmental Health & Safety, Police, Parking and others to analyze and ensure that events are held in a safe manner and thoroughly reviewed for risk and mitigation.   Exercise good judgment to resolve issues that may arise during the course of an event.   Advise the director on cost reduction and production improvements for special events.   Respond to all email, telephone, and social media communications in a timely manner.   Work evenings and weekends as needed.     Event Technical & Compliance Support     Responsible for maintaining advanced knowledge with various systems that support the high-level administration and execution of events: includes but not limited to ReNXT/Constant Contact/Social Tables/Event Brite/Marching Order/25Live.   ReNXT/Eventbrite - Various tasks include updating event web pages, creating event registrations, entering in accurate data executing digital advertising and maintaining event databases for accuracy and efficiency. Maintain data integrity and fiscal management when processing registration fees and reviewing and entering event data. In addition, monitor event input, registrations, registration pages, pre and post event details and tracking.   Constant Contact/Microsoft Suite/Canva - Execute digital advertising and marketing for various events. Ensure that accurate data is used to share all marketing items. Continue to develop and maintain knowledge of changing systems to effectively meet various event needs.   Social Tables - Create and maintain event diagrams to assure all state and CSU polices and regulations are met. Help support various campus contacts with the creation or review of diagrams.   25Live - Oversee the campus calendar system 25Live, monitor the daily operation, approvals and event registrations. Enter all events and ensure accurate space and event information is reserved. Continually review all required tasks are met and reviewed. Participate in monthly meetings to continue to discuss and implement updates and changes. Oversee and approve all offsite events for staff and faculty. Work with 25Live team to plan and execute training for staff and faculty.   Marching Order - Work with Commencement Coordinator for the execution of graduate registration, tickets and additional items to support the overall execution of the commencement ceremonies.   Monthly upkeep or assistance with other departments who use Raiser's Edge or other event software if needed. Ability to learn new skills and knowledge in relation to all technical based systems that support the events office in the execution of events.   Oversee and execute all virtual events for the division or others as requested. Maintain and enhance knowledge of various virtual event support systems, participating in trainings and supporting technology-based events to be offered and executed properly. Create and implement a comprehensive planning and production timeline that achieves and meets the needs of the virtual event.     Supporting the Director of Events     The Event Specialist will represent the Director of Events at meetings, events, etc., including events for the University President, division and campus events. This position will also - represent the Events Office and/or the Division of University Advancement on campus-wide committees as needed.       QUALIFICATIONS      Bachelor's degree AND/OR the equivalent training and administrative work experience involving study, analysis, and/or evaluation leading to the development or improvement of administrative policies, procedures, practices, or programs.   Four (4) years of related experience     Thorough knowledge of and ability to apply extensive expertise to complex programs and/or administrative specialties, including pertinent laws and regulations; demonstrated expertise in and advanced knowledge of the principles, problems, and methods of public and business administration and operational and fiscal management; expertise in administrative survey techniques, operations and systems analysis, statistical and research methods, and the ability to interpret and evaluate results to develop sound conclusions and recommend new or revised policies. Ability to understand problems from a broad, interactive perspective and discern applicable underlying principles to conceive of and develop strategic solutions; ability to work with representatives from public and private entities and handle potentially sensitive situations; demonstrated consultative skills in working with internal and external constituent groups; ability to effectively present ideas and concepts in written or presentation format and use consultative and facilitation skills to gain consensus; ability to train others on new skills and procedures and provide lead work direction.   Preferred Qualifications      Knowledge of alumni/donor databases.   Registration software and web page design and maintenance experience.   Knowledge of University/University Advancement organizational structure and policies and procedures.   Strong interpersonal communication skills with the ability to communicate effectively and persuasively.   Ability to establish and maintain effective working relationships, on and off campus, serving in a leadership role and as a liaison and representative of the Division and the University.   Demonstrated success in donor and prospect cultivation and asks. Ability to speak to large groups of people.   2-3 years of experience with event planning and execution.   Knowledge and understanding of state, county and CSU laws and regulations in relation to event planning and setup.       Out of State Work     The California State University (CSU) system is a network of twenty-three public universities providing access to a quality education through the support of California taxpayers. Part of CSU’s mission is to prepare educated, responsible individuals to contribute to California’s schools, economy, culture, and future. As an agency of the State of California, the CSU’s business operations almost exclusively reside within California. The CSU Out-of-State Employment Policy prohibits hiring employees to perform CSU-related work outside California. For more information, go to https://calstate.policystat.com/policy/10899725/latest/.   Background Check     Cal Poly Pomona will make a conditional offer of employment to final job candidates, pending the satisfactory completion of a background check (including a criminal records check). The conditional offer of employment may be rescinded if the background check reveals disqualifying information, and/or it is discovered that the candidate knowingly withheld or falsified information. In determining the suitability of the candidate for the position, Cal Poly Pomona will give an individualized assessment to any information that the applicant submits for consideration regarding the criminal conviction history such as the nature, gravity and recency of the conviction, the candidate’s conduct, performance or rehabilitation efforts since the conviction and the nature of the job applied for. For more information, go to https://calstate.policystat.com/policy/13813878/latest/.   Employment Eligibility Verification     Cal Poly Pomona hires only individuals lawfully authorized to work in the United States. In compliance with federal law, all persons hired will be required to verify identity and eligibility to work in the United States and to complete the required employment eligibility verification form upon hire. For more information, go to https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents.   Conflict of Interest     This position is a “designated position” in the California State University’s Conflict of Interest Code. The successful candidate accepting this position is required to file financial interest disclosure forms subject to state regulations. For more information, go to https://www.cpp.edu/eoda-hr/departments/hrpar/coi.shtml.    Security & Fire Safety     In compliance with state and federal crime awareness and campus security legislation, including The Jeanne Clery Disclosure of Campus Security Policy and Crime Statistics Act, California Education Code section 67380, and the Higher Education Opportunity Act (HEOA), Cal Poly Pomona’s Annual Security Report and Annual Fire Safety Report are available for viewing at: https://www.cpp.edu/pdfs/annual_security_report.pdf and https://www.cpp.edu/housing/documents/fire_safety_report.pdf.   Pay Transparency Nondiscrimination     As a federal contractor, Cal Poly Pomona will not discharge or in any other manner discriminate against employees or applicants because they have inquired about, discussed, or disclosed their own pay or the pay of another employee or applicant. For more information, see the Pay Transparency Nondiscrimination Provision poster.   CSU Classification Salary Range    This position is part of the CSUEU bargaining unit, the CSU Classification Standards for this position are located on the following site, https://www.calstate.edu/csu-system/careers/compensation/Pages/Classification-Standards.aspx . The CSU Salary Schedule is located on the following site: https://www.calstate.edu/csu-system/careers/compensation/Pages/salary-schedule-documents.aspx . The classification salary range for this position according to the respective skill level is minimum $5,273 and maximum $9,537 per month. Please refer back to the anticipated hiring range for the appropriate salary rate for this particular position.   Reasonable Accommodation     We provide reasonable accommodations to applicants and employees with disabilities. Applicants with questions about access or requiring a reasonable accommodation for any part of the application or hiring process should contact the ADA Coordinator by email at ADACoordinator@cpp.edu. For more information, go to Employment Notices.   EEO     Cal Poly Pomona is an Equal Opportunity Employer, committed to promoting an inclusive and diverse workforce. The university subscribes to all state and federal regulations that prohibit discrimination based on race, color, religion, national origin, sex, gender identity/gender expression, sexual orientation, marital status, pregnancy, age, disability, genetic information, medical condition, and veteran or military status. We engage the talents of all qualified workers, regardless of their background. More information is available at Equal Employment Opportunity statement.   Other Notices     For other important employment notices, we invite you to visit Cal Poly Pomona’s Employment Notices web page.  Advertised: Apr 05 2024 Pacific Daylight Time  Applications close: Apr 21 2024 Pacific Daylight Time  Closing Date/Time:
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         Type of Appointment : Full-Time, Probationary    Collective Bargaining Unit : California State University Employees Union - Unit 9    Job Classification : Administrative Analyst/Specialist - Exempt II    Anticipated Hiring Amount:  Up to $5,273 per month    Work Hours : Monday - Friday 8:00am-5:00pm; Occasional Evenings and Weekends   THE DEPARTMENT    The Division of University Advancement’s primary purpose is to enhance the private support and knowledge of the university. University Development develops programs, events, and activities that stimulate the involvement and interest of alumni, friends, parents, corporations, and foundations to develop relationships which cultivate and foster relationships and stimulate giving to the university. Under the telework policy it is understood that your physical presence may be required on individual scheduled remote days based on the needs of the campus, division, department, or request of your HEERA Manager.   DUTIES AND RESPONSIBILITIES    Large-Scale Campus Events, Celebrations, Ceremonies, Etc.     Plan and implement high-profile major events such as the UAD milestone celebrations, regional events, and special recognition events, such as the Founders' Society.   Assist with and staff groundbreaking ceremonies, building dedications, government and community relations events, and any other events as assigned. Work with colleges and deans on special initiatives and events when requested.   Support the Special Events team with the execution of the campus’s commencement ceremonies. Partnering to provide logistical support and execution, vendor review, administrative and technical support via Marching Order and additional event planning duties.   Create and implement a comprehensive planning and production schedule for events including identification of goals and objectives, development and implementation of event budget, marketing plan, production timeline, program storyboarding, space design, and menu ordering and design. Able to effectively support and present ideas and concepts either written or by presentation to convey the plans, goals and updates.   Assist the director with special projects as requested. Responsible for attending meetings, managing event planning processes, and leading office staff (in the absence of the Director), students, student interns, volunteer committee leads, and general volunteers.   Actively participate in meetings with campus departments or colleges to help with the planning and implementation of major events, conferences, or programs. Coordinate with staff presenting ideas to ensure events are planned appropriately, in a timely manner and are held in a safe and risk-free manner.   Work closely with the various campus service departments to guarantee appropriate responsiveness and follow-through for all events. Assist the director with special projects as requested.   Responsible for attending meetings, managing event planning processes, and supervising office staff (in the absence of the Director), students, student interns, volunteer committee leads, and general volunteers.   Travel for regional and off campus events as needed, providing on-site coordination for off-campus events or activities. Plan and provide coordination for off campus events. Work with public contacts that include donors of all levels, prospects, corporations, and campus partners.   Provide high-level administrative support that includes identification and review of locations, development and implantation of an event budget, research and analyze off campus vendors for cost and safety and additional areas as needed to support the off campus visit or event.   Provide on-site coordination of events including but not limited to, logistics, staffing, food and beverage ordering, and program implementation.   Accurately interprets and reviews all state, county and CSU laws and guidelines are met in relation to the execution of events. Ensuring that all permit requests are submitted in a timely manner and meet all campus, CSU, county, state, etc. policies and guidelines. Works closely with various departments from Risk Management, Environmental Health & Safety, Police, Parking and others to analyze and ensure that events are held in a safe manner and thoroughly reviewed for risk and mitigation.   Exercise good judgment to resolve issues that may arise during the course of an event.   Advise the director on cost reduction and production improvements for special events.   Respond to all email, telephone, and social media communications in a timely manner.   Work evenings and weekends as needed.     Event Technical & Compliance Support     Responsible for maintaining advanced knowledge with various systems that support the high-level administration and execution of events: includes but not limited to ReNXT/Constant Contact/Social Tables/Event Brite/Marching Order/25Live.   ReNXT/Eventbrite - Various tasks include updating event web pages, creating event registrations, entering in accurate data executing digital advertising and maintaining event databases for accuracy and efficiency. Maintain data integrity and fiscal management when processing registration fees and reviewing and entering event data. In addition, monitor event input, registrations, registration pages, pre and post event details and tracking.   Constant Contact/Microsoft Suite/Canva - Execute digital advertising and marketing for various events. Ensure that accurate data is used to share all marketing items. Continue to develop and maintain knowledge of changing systems to effectively meet various event needs.   Social Tables - Create and maintain event diagrams to assure all state and CSU polices and regulations are met. Help support various campus contacts with the creation or review of diagrams.   25Live - Oversee the campus calendar system 25Live, monitor the daily operation, approvals and event registrations. Enter all events and ensure accurate space and event information is reserved. Continually review all required tasks are met and reviewed. Participate in monthly meetings to continue to discuss and implement updates and changes. Oversee and approve all offsite events for staff and faculty. Work with 25Live team to plan and execute training for staff and faculty.   Marching Order - Work with Commencement Coordinator for the execution of graduate registration, tickets and additional items to support the overall execution of the commencement ceremonies.   Monthly upkeep or assistance with other departments who use Raiser's Edge or other event software if needed. Ability to learn new skills and knowledge in relation to all technical based systems that support the events office in the execution of events.   Oversee and execute all virtual events for the division or others as requested. Maintain and enhance knowledge of various virtual event support systems, participating in trainings and supporting technology-based events to be offered and executed properly. Create and implement a comprehensive planning and production timeline that achieves and meets the needs of the virtual event.     Supporting the Director of Events     The Event Specialist will represent the Director of Events at meetings, events, etc., including events for the University President, division and campus events. This position will also - represent the Events Office and/or the Division of University Advancement on campus-wide committees as needed.       QUALIFICATIONS      Bachelor's degree AND/OR the equivalent training and administrative work experience involving study, analysis, and/or evaluation leading to the development or improvement of administrative policies, procedures, practices, or programs.   Four (4) years of related experience     Thorough knowledge of and ability to apply extensive expertise to complex programs and/or administrative specialties, including pertinent laws and regulations; demonstrated expertise in and advanced knowledge of the principles, problems, and methods of public and business administration and operational and fiscal management; expertise in administrative survey techniques, operations and systems analysis, statistical and research methods, and the ability to interpret and evaluate results to develop sound conclusions and recommend new or revised policies. Ability to understand problems from a broad, interactive perspective and discern applicable underlying principles to conceive of and develop strategic solutions; ability to work with representatives from public and private entities and handle potentially sensitive situations; demonstrated consultative skills in working with internal and external constituent groups; ability to effectively present ideas and concepts in written or presentation format and use consultative and facilitation skills to gain consensus; ability to train others on new skills and procedures and provide lead work direction.   Preferred Qualifications      Knowledge of alumni/donor databases.   Registration software and web page design and maintenance experience.   Knowledge of University/University Advancement organizational structure and policies and procedures.   Strong interpersonal communication skills with the ability to communicate effectively and persuasively.   Ability to establish and maintain effective working relationships, on and off campus, serving in a leadership role and as a liaison and representative of the Division and the University.   Demonstrated success in donor and prospect cultivation and asks. Ability to speak to large groups of people.   2-3 years of experience with event planning and execution.   Knowledge and understanding of state, county and CSU laws and regulations in relation to event planning and setup.       Out of State Work     The California State University (CSU) system is a network of twenty-three public universities providing access to a quality education through the support of California taxpayers. Part of CSU’s mission is to prepare educated, responsible individuals to contribute to California’s schools, economy, culture, and future. As an agency of the State of California, the CSU’s business operations almost exclusively reside within California. The CSU Out-of-State Employment Policy prohibits hiring employees to perform CSU-related work outside California. For more information, go to https://calstate.policystat.com/policy/10899725/latest/.   Background Check     Cal Poly Pomona will make a conditional offer of employment to final job candidates, pending the satisfactory completion of a background check (including a criminal records check). The conditional offer of employment may be rescinded if the background check reveals disqualifying information, and/or it is discovered that the candidate knowingly withheld or falsified information. In determining the suitability of the candidate for the position, Cal Poly Pomona will give an individualized assessment to any information that the applicant submits for consideration regarding the criminal conviction history such as the nature, gravity and recency of the conviction, the candidate’s conduct, performance or rehabilitation efforts since the conviction and the nature of the job applied for. For more information, go to https://calstate.policystat.com/policy/13813878/latest/.   Employment Eligibility Verification     Cal Poly Pomona hires only individuals lawfully authorized to work in the United States. In compliance with federal law, all persons hired will be required to verify identity and eligibility to work in the United States and to complete the required employment eligibility verification form upon hire. For more information, go to https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents.   Conflict of Interest     This position is a “designated position” in the California State University’s Conflict of Interest Code. The successful candidate accepting this position is required to file financial interest disclosure forms subject to state regulations. For more information, go to https://www.cpp.edu/eoda-hr/departments/hrpar/coi.shtml.    Security & Fire Safety     In compliance with state and federal crime awareness and campus security legislation, including The Jeanne Clery Disclosure of Campus Security Policy and Crime Statistics Act, California Education Code section 67380, and the Higher Education Opportunity Act (HEOA), Cal Poly Pomona’s Annual Security Report and Annual Fire Safety Report are available for viewing at: https://www.cpp.edu/pdfs/annual_security_report.pdf and https://www.cpp.edu/housing/documents/fire_safety_report.pdf.   Pay Transparency Nondiscrimination     As a federal contractor, Cal Poly Pomona will not discharge or in any other manner discriminate against employees or applicants because they have inquired about, discussed, or disclosed their own pay or the pay of another employee or applicant. For more information, see the Pay Transparency Nondiscrimination Provision poster.   CSU Classification Salary Range    This position is part of the CSUEU bargaining unit, the CSU Classification Standards for this position are located on the following site, https://www.calstate.edu/csu-system/careers/compensation/Pages/Classification-Standards.aspx . The CSU Salary Schedule is located on the following site: https://www.calstate.edu/csu-system/careers/compensation/Pages/salary-schedule-documents.aspx . The classification salary range for this position according to the respective skill level is minimum $5,273 and maximum $9,537 per month. Please refer back to the anticipated hiring range for the appropriate salary rate for this particular position.   Reasonable Accommodation     We provide reasonable accommodations to applicants and employees with disabilities. Applicants with questions about access or requiring a reasonable accommodation for any part of the application or hiring process should contact the ADA Coordinator by email at ADACoordinator@cpp.edu. For more information, go to Employment Notices.   EEO     Cal Poly Pomona is an Equal Opportunity Employer, committed to promoting an inclusive and diverse workforce. The university subscribes to all state and federal regulations that prohibit discrimination based on race, color, religion, national origin, sex, gender identity/gender expression, sexual orientation, marital status, pregnancy, age, disability, genetic information, medical condition, and veteran or military status. We engage the talents of all qualified workers, regardless of their background. More information is available at Equal Employment Opportunity statement.   Other Notices     For other important employment notices, we invite you to visit Cal Poly Pomona’s Employment Notices web page.  Advertised: Apr 05 2024 Pacific Daylight Time  Applications close: Apr 21 2024 Pacific Daylight Time  Closing Date/Time:
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             Our Commitment to Equity, Diversity, and Inclusion:    California State University (CSU), Chico is a comprehensive and residential public university, holding Hispanic-Serving Institution (HSI) designation. Chico State operates as part of the 23-campus CSU system, which educates the most ethnically, economically, and academically diverse student body in the nation. The University enrolls over 15,000 students, with over half identifying as first-generation college students.   Chico State is committed to recruiting outstanding candidates who reflect the intersectional identities of our student body. The ideal candidate will embrace our values predicated on the primacy of student success and the elimination of equity gaps, have demonstrated experience working with diverse populations, and will contribute to policies, programs, and practices that support an inclusive, accessible, and equitable learning and working environment. Black, Indigenous, People of Color, veterans, and those with diverse abilities are encouraged to apply.    Job/Department Summary:    The Research Integrity and Compliance Officer plays a central role in overseeing day-to-day research integrity and compliance operations and ensuring the complex responsible and ethical conduct of research across campus, in particular focusing on integrity and compliance in the following areas: human subjects, animal subjects, and bio-hazards. The Research Integrity and Compliance Officer reports to and supports the Vice Provost for Faculty Affairs and Success on a wide variety of research integrity and compliance issues, including issues of research misconduct, institutional human subjects research, institutional animal care and use, and institutional bio-safety research. As a member of the Vice Provost's team in Faculty Affairs and Success, the Research Integrity and Compliance Officer will work closely with Deans, department chairs, Chico State Enterprises, the University Farm, Chico State faculty, Chico State's attending veterinarian, Environmental Health and Safety, Risk Management, Procurement, Division of IT, and other campus partners.   Working independently, under broad guidance from the Vice Provost for Faculty Affairs and Success, the Research Integrity and Compliance Officer is responsible for:   * Leading and coordinating the highly complex critical day-to-day research compliance programs operations for Chico State. * Administering and providing leadership for Chico State's five research integrity & compliance activities: the Institutional Review Board (IRB) with responsibility for protection of human subjects, the Institutional Animal Care and Use Committee (IACUC) with responsibility for protection of animal subjects, the Institutional Biosafety Committee (IBC), Research Integrity and Misconduct allegations procedures, and the Research Compliance Training (RCTP) program.  * Providing advanced administrative and systems coordination to ensure compliance with federal, state, CSU, and internal policies and procedures.  * Participating in planning and development activities and, as required, independent determination of methods to meet the administrative goals of the research compliance program.  * Working in coordination with the Vice Provost to develop, foster, and maintain the highest ethical research compliance culture that supports the University's mission and commitment to research. * Coordinating the University's research misconduct process and providing support to the Vice Provost on research misconduct issues.    Required Education and Experience:    The knowledge, skills and abilities listed above would normally be obtained through a bachelor’s degree and/or full-time equivalent training and four years of administrative work experience involving study, analysis, and/or evaluation leading to the development or improvement of administrative policies, procedures, practices or programs.    Preferences:    Preference may be given to applicants with the following as they may be considered specialized skills:      Bilingual   Completion of CITI courses for working with human subjects research, animal subjects in research, and biohazards in research.   Three years relevant experience working with federal research compliance activities.      Time Base:  Full-time    Pay Plan:  12/12    Work Schedule:  Mon-Fri 8:00am-5:00pm, Summer: Mon-Thurs 7:00am-5:30pm.     Salary Information:  CSU Classification Salary Range: $75,864 - $147,420 per year.    Additional Information:    California State University, Chico, in accordance with CSU policy, requires that the successful candidate complete a background check (including a criminal records check, sexual offender registry check, and/or fingerprinting) prior to assuming this position. Failure to satisfactorily complete or pass the background check may impact the job offer or continued employment of current CSU employees who apply for posted positions identified as sensitive. This position is considered a sensitive position based on CSU guidelines.   Throughout employment in this position incumbent must obtain or retain CIP-Certified IRB Administrator, CPIA-Certified Professional IACUC Administrator, and BAC-Biosafety Administrators Certification.    About Chico State:    Graduate and undergraduate programs boast high-quality research experiences, exceptional faculty mentoring, and civic and global engagement opportunities. The campus motto, “Today Decides Tomorrow,” is brought to life by inclusive pedagogy, experiential learning, and co-curricular programming. The Chico Experience prepares students to be critical thinkers, engaged citizens, and inspired stewards of environmental, social, and economic resources. Together, they will become leaders solving the challenges of the 21st century.    The campus is located in Northern California, 90 minutes from the state capital, Sacramento, and a three-hour drive from the San Francisco Bay Area. Chico offers year-round natural beauty, outdoor leisure activities, and a thriving arts, music, and events scene. We acknowledge and are mindful that Chico State stands on lands that were originally occupied by the first people of this area, the Mechoopda, and we recognize their distinctive spiritual relationship with this land, the flora, the fauna, and the waters that run through campus. We are humbled that our campus resides upon sacred lands that since time immemorial have sustained the Mechoopda people and continue to do so today.   The University is an Equal Opportunity Employer and does not discriminate against persons on the basis of race, religion, color, ancestry, age, disability, genetic information, gender, gender identity, gender expression, marital status, medical condition, National origin, sex, sexual orientation, covered veteran status, or any other protected status.   Chico State is not a sponsoring agency for staff and management positions (i.e. H-1B Visas).   Open Until Filled (Review of Applications will begin 03/06/24. Applications received after that date may be considered.)  Advertised: Feb 21 2024 Pacific Standard Time  Applications close:  Closing Date/Time:
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         Our Commitment to Equity, Diversity, and Inclusion:    California State University (CSU), Chico is a comprehensive and residential public university, holding Hispanic-Serving Institution (HSI) designation. Chico State operates as part of the 23-campus CSU system, which educates the most ethnically, economically, and academically diverse student body in the nation. The University enrolls over 15,000 students, with over half identifying as first-generation college students.   Chico State is committed to recruiting outstanding candidates who reflect the intersectional identities of our student body. The ideal candidate will embrace our values predicated on the primacy of student success and the elimination of equity gaps, have demonstrated experience working with diverse populations, and will contribute to policies, programs, and practices that support an inclusive, accessible, and equitable learning and working environment. Black, Indigenous, People of Color, veterans, and those with diverse abilities are encouraged to apply.    Job/Department Summary:    The Research Integrity and Compliance Officer plays a central role in overseeing day-to-day research integrity and compliance operations and ensuring the complex responsible and ethical conduct of research across campus, in particular focusing on integrity and compliance in the following areas: human subjects, animal subjects, and bio-hazards. The Research Integrity and Compliance Officer reports to and supports the Vice Provost for Faculty Affairs and Success on a wide variety of research integrity and compliance issues, including issues of research misconduct, institutional human subjects research, institutional animal care and use, and institutional bio-safety research. As a member of the Vice Provost's team in Faculty Affairs and Success, the Research Integrity and Compliance Officer will work closely with Deans, department chairs, Chico State Enterprises, the University Farm, Chico State faculty, Chico State's attending veterinarian, Environmental Health and Safety, Risk Management, Procurement, Division of IT, and other campus partners.   Working independently, under broad guidance from the Vice Provost for Faculty Affairs and Success, the Research Integrity and Compliance Officer is responsible for:   * Leading and coordinating the highly complex critical day-to-day research compliance programs operations for Chico State. * Administering and providing leadership for Chico State's five research integrity & compliance activities: the Institutional Review Board (IRB) with responsibility for protection of human subjects, the Institutional Animal Care and Use Committee (IACUC) with responsibility for protection of animal subjects, the Institutional Biosafety Committee (IBC), Research Integrity and Misconduct allegations procedures, and the Research Compliance Training (RCTP) program.  * Providing advanced administrative and systems coordination to ensure compliance with federal, state, CSU, and internal policies and procedures.  * Participating in planning and development activities and, as required, independent determination of methods to meet the administrative goals of the research compliance program.  * Working in coordination with the Vice Provost to develop, foster, and maintain the highest ethical research compliance culture that supports the University's mission and commitment to research. * Coordinating the University's research misconduct process and providing support to the Vice Provost on research misconduct issues.    Required Education and Experience:    The knowledge, skills and abilities listed above would normally be obtained through a bachelor’s degree and/or full-time equivalent training and four years of administrative work experience involving study, analysis, and/or evaluation leading to the development or improvement of administrative policies, procedures, practices or programs.    Preferences:    Preference may be given to applicants with the following as they may be considered specialized skills:      Bilingual   Completion of CITI courses for working with human subjects research, animal subjects in research, and biohazards in research.   Three years relevant experience working with federal research compliance activities.      Time Base:  Full-time    Pay Plan:  12/12    Work Schedule:  Mon-Fri 8:00am-5:00pm, Summer: Mon-Thurs 7:00am-5:30pm.     Salary Information:  CSU Classification Salary Range: $75,864 - $147,420 per year.    Additional Information:    California State University, Chico, in accordance with CSU policy, requires that the successful candidate complete a background check (including a criminal records check, sexual offender registry check, and/or fingerprinting) prior to assuming this position. Failure to satisfactorily complete or pass the background check may impact the job offer or continued employment of current CSU employees who apply for posted positions identified as sensitive. This position is considered a sensitive position based on CSU guidelines.   Throughout employment in this position incumbent must obtain or retain CIP-Certified IRB Administrator, CPIA-Certified Professional IACUC Administrator, and BAC-Biosafety Administrators Certification.    About Chico State:    Graduate and undergraduate programs boast high-quality research experiences, exceptional faculty mentoring, and civic and global engagement opportunities. The campus motto, “Today Decides Tomorrow,” is brought to life by inclusive pedagogy, experiential learning, and co-curricular programming. The Chico Experience prepares students to be critical thinkers, engaged citizens, and inspired stewards of environmental, social, and economic resources. Together, they will become leaders solving the challenges of the 21st century.    The campus is located in Northern California, 90 minutes from the state capital, Sacramento, and a three-hour drive from the San Francisco Bay Area. Chico offers year-round natural beauty, outdoor leisure activities, and a thriving arts, music, and events scene. We acknowledge and are mindful that Chico State stands on lands that were originally occupied by the first people of this area, the Mechoopda, and we recognize their distinctive spiritual relationship with this land, the flora, the fauna, and the waters that run through campus. We are humbled that our campus resides upon sacred lands that since time immemorial have sustained the Mechoopda people and continue to do so today.   The University is an Equal Opportunity Employer and does not discriminate against persons on the basis of race, religion, color, ancestry, age, disability, genetic information, gender, gender identity, gender expression, marital status, medical condition, National origin, sex, sexual orientation, covered veteran status, or any other protected status.   Chico State is not a sponsoring agency for staff and management positions (i.e. H-1B Visas).   Open Until Filled (Review of Applications will begin 03/06/24. Applications received after that date may be considered.)  Advertised: Feb 21 2024 Pacific Standard Time  Applications close:  Closing Date/Time:
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               Program Specialist Sr  CalOptima   CalOptima Health  is seeking a highly motivated an experienced  Program Specialist Sr  to join our team.  The Program Specialist Sr (Medi-Cal and CalAIM) will be responsible for supporting various projects related to Medi-Cal and the Department of Health Care Services (DHCS) California Advancing and Innovating Medi-Cal (CalAIM) initiatives and assist in daily operations of services. The incumbent will plan, analyze, research and coordinate Medi-Cal and CalAIM projects. The incumbent will support the Medi-Cal and CalAIM department in implementing projects and/or new programs, including coordinating regulatory reporting and ongoing maintenance of operations of assigned programs.    Position Information:     Department:  Medi-Cal & CalAIM     Salary Grade:  I - $61,000 - $99,110     Work Arrangement:  Partial Telework     **This position is eligible for telework in California.**         Duties & Responsibilities:     80% - Program Support    Participates and provides support to cross-functional teams responsible for the implementing, monitoring and evaluating various Medi-Cal and CalAIM projects, activities and reports.   Assists with planning and monitoring the development and implementation of new Medi-Cal and CalAIM initiatives/pilots or modifying existing policies, processes and procedures.   Supports program development and evaluation of Medi-Cal and CalAIM projects and reports.   Analyzes and communicates the operational impacts of applicable statutory, regulatory and contractual requirements for compliance.   Identifies and analyzes potential barriers for Medi-Cal and CalAIM projects and reports.   Coordinates with necessary internal and external stakeholders to address potential barriers and identify opportunities for improvement.   Conducts data analysis on Medi-Cal and CalAIM programs and coordinates regulatory reporting for assigned programs.          15% - Administrative Support    Participates in a mission driven culture of high-quality performance, with a member focus on customer service, consistency, dignity and accountability.   Assists the department in carrying out department responsibilities and collaborates with others to support short- and long-term goals/priorities for the department.         5% - Completes other projects and duties as assigned.       Minimum Qualifications:     Bachelor's degree in health policy, health care economics, public policy, public health, sociology, psychology, social work or related field required.    3 years of experience in program development, implementation and operations or related experience in a managed health care organization required.     An equivalent combination of education and experience sufficient to successfully perform the essential duties of the position such as those listed above may also be qualifying.     Have access to means of transportation for work away from the primary office approximately 10% of the time required.      Preferred Qualifications:     Master's degree in health policy, health care economics, public policy, public health, sociology, psychology, social work or a related field.    3 years of experience working with health care delivery systems and/or in a public agency/organization serving Medi-Cal, Medicare or any other under resourced populations.       Required Licensure / Certifications:     N/A      Knowledge & Abilities:      Develop rapport and establish and maintain effective working relationships with CalOptima Health's leadership and staff and external contacts at all levels and with diverse backgrounds.     Work independently and exercise sound judgment.   Communicate clearly and concisely, both orally and in writing.   Work a flexible schedule; available to participate in evening and weekend events.   Organize, be analytical, problem-solve and possess project management skills.   Work in a fast-paced environment and in an efficient manner.   Manage multiple projects and identify opportunities for internal and external collaboration.   Motivate and lead multi-program teams and external committees/coalitions.   Utilize computer and appropriate software (e.g., Microsoft Office: Word, Outlook, Excel, PowerPoint) and job specific applications/systems to produce correspondence, charts, spreadsheets, and/or other information applicable to the position assignment.      Physical Requirements (With or Without Accommodations):     Ability to visually read information from computer screens, forms and other printed materials and information.   Ability to speak (enunciate) clearly in conversation and general communication.   Hearing ability for verbal communication/conversation/responses via telephone, telephone systems, and face-to-face interactions.   Manual dexterity for typing, writing, standing and reaching, flexibility, body movement for bending, crouching, walking, kneeling and prolonged sitting.   Lifting and moving objects, patients and/or equipment 10 to 25 pounds      Work Environment:   If located at the 500, 505 Building or a remote work location:    Work is typically indoors and sedentary and is subject to schedule changes and/or variable work hours, with travel as needed.   There are no harmful environmental conditions present for this job.   The noise level in this work environment is usually moderate.     If located at PACE:    Work is typically indoors in a clinical setting serving the frail and elderly.   There may be harmful or hazardous environmental conditions present for this job.   The noise level in this work environment is usually moderate to loud.     If located in the Community:    Work is typically indoors and sedentary and is subject to schedule changes and/or variable work hours, with travel as needed.    Employee will occasionally work outdoors in varied temperatures.   There may be harmful or hazardous environmental conditions present for this job.   The noise level in this work environment is usually moderate to loud.      About CalOptima Health:  CalOptima Health is the single largest health plan in Orange County, serving one in four residents. Our motto - "Better. Together." - is at the heart of our mission to serve members with excellence, dignity and respect. We are a public agency made up of compassionate leaders and professionals working together to strengthen our community's health.  We are continuing to build a culture that promotes diversity and inclusion within our community where employees have a sense of belonging, and are valued for their ideas, contributions, and their unique individual perspectives they bring.  CalOptima Health has been recognized as one of Orange County's best places to work, so we know there is something special about our organization. It is why people choose to work here and why they choose to stay!    About our Benefits & Wellness options:  At CalOptima Health, we know that a healthy and happy workforce is a thriving workforce, which is why we offer a comprehensive benefits package, including participation in the California Public Employees Retirement System (CalPERS), low-cost medical/vision/dental insurance options, and paid time off. To support quality work-life balance, we allow flexible scheduling during core business hours, telework options for some positions, work schedules that allow every other Monday or Friday off (9/80 schedule), and a wellness program featuring diverse activities. Additionally, CalOptima Health contributes 4% of pensionable earnings to a 401(a) retirement program with no required employee contribution. For those who are interested in additional retirement savings, employees have access to 457(b) retirement plans with pre/post-tax contribution options.   For more information, please click on the   2024 CalOptima Health Benefits Guide   regarding our comprehensive benefits and wellness package.   IMPORTANT APPLICATION INFORMATION AND INSTRUCTIONS   Applications will be accepted on a continuous basis until a sufficient number of qualified applications have been received. The deadline for the first review of applications is  April 8, 2024 at   9:00 PM (PST).    Applicants are encouraged to apply early. Applicants that apply after the first review are not guaranteed to be considered for this recruitment. This recruitment may close at any time without notice after the first review date.     The selection process may include, but is not limited to, a skills assessment, phone screen and interview.   The successful candidate will be required to undergo a reference / background check (to include a conviction record) and if applicable also pass a post-offer pre-employment medical examination (which will include a drug screening).  Internal CalOptima Health applicants should apply through InfoNet.  Communication regarding your application will be sent to the email address listed on your application.  Please check your email, including your SPAM folder, regularly throughout the recruitment process.  You can also visit your candidate portal to receive the most up to date status of your application.   CalOptima Health is committed to attracting, hiring, and retaining a diverse staff, where we will honor your unique experiences, identity, and perspectives. Our organization strives to create and maintain a workplace environment that is inclusive, equitable and welcoming so we can truly be Better Together.    CalOptima Health is an equal opportunity employer and makes all employment decisions on the basis of merit. CalOptima Health wants to have qualified employees in every job position. CalOptima Health prohibits unlawful discrimination against any employee, or applicant for employment, based on race, religion/religious creed, color, national origin, ancestry, mental or physical disability, medical condition, genetic information, marital status, sex, sex stereotype, gender, gender identity, gender expression, transitioning status, age, sexual orientation, immigration status, military status as a disabled veteran, or veteran of the Vietnam era, or any other consideration made unlawful by federal, state, or local laws. CalOptima Health also prohibits unlawful discrimination based on the perception that anyone has any of those characteristics or is associated with a person who has, or is perceived as having, any of those characteristics.       If you are a qualified individual with a disability or a disabled veteran, you may request a reasonable accommodation at (714) 246-8400 if you are unable or limited in your ability to access job openings or apply for a job on this site as a result of your disability.    To apply, please visit:  https://jobs.caloptima.org/jobs/program-specialist-sr-505-city-parkway-california-united-states           Copyright 2022 Jobelephant.com Inc. All rights reserved.   Posted by the FREE value-added recruitment advertising agency     jeid-7b3e8f67aa4d334bb8f55cf4f0a09766
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           Program Specialist Sr  CalOptima   CalOptima Health  is seeking a highly motivated an experienced  Program Specialist Sr  to join our team.  The Program Specialist Sr (Medi-Cal and CalAIM) will be responsible for supporting various projects related to Medi-Cal and the Department of Health Care Services (DHCS) California Advancing and Innovating Medi-Cal (CalAIM) initiatives and assist in daily operations of services. The incumbent will plan, analyze, research and coordinate Medi-Cal and CalAIM projects. The incumbent will support the Medi-Cal and CalAIM department in implementing projects and/or new programs, including coordinating regulatory reporting and ongoing maintenance of operations of assigned programs.    Position Information:     Department:  Medi-Cal & CalAIM     Salary Grade:  I - $61,000 - $99,110     Work Arrangement:  Partial Telework     **This position is eligible for telework in California.**         Duties & Responsibilities:     80% - Program Support    Participates and provides support to cross-functional teams responsible for the implementing, monitoring and evaluating various Medi-Cal and CalAIM projects, activities and reports.   Assists with planning and monitoring the development and implementation of new Medi-Cal and CalAIM initiatives/pilots or modifying existing policies, processes and procedures.   Supports program development and evaluation of Medi-Cal and CalAIM projects and reports.   Analyzes and communicates the operational impacts of applicable statutory, regulatory and contractual requirements for compliance.   Identifies and analyzes potential barriers for Medi-Cal and CalAIM projects and reports.   Coordinates with necessary internal and external stakeholders to address potential barriers and identify opportunities for improvement.   Conducts data analysis on Medi-Cal and CalAIM programs and coordinates regulatory reporting for assigned programs.          15% - Administrative Support    Participates in a mission driven culture of high-quality performance, with a member focus on customer service, consistency, dignity and accountability.   Assists the department in carrying out department responsibilities and collaborates with others to support short- and long-term goals/priorities for the department.         5% - Completes other projects and duties as assigned.       Minimum Qualifications:     Bachelor's degree in health policy, health care economics, public policy, public health, sociology, psychology, social work or related field required.    3 years of experience in program development, implementation and operations or related experience in a managed health care organization required.     An equivalent combination of education and experience sufficient to successfully perform the essential duties of the position such as those listed above may also be qualifying.     Have access to means of transportation for work away from the primary office approximately 10% of the time required.      Preferred Qualifications:     Master's degree in health policy, health care economics, public policy, public health, sociology, psychology, social work or a related field.    3 years of experience working with health care delivery systems and/or in a public agency/organization serving Medi-Cal, Medicare or any other under resourced populations.       Required Licensure / Certifications:     N/A      Knowledge & Abilities:      Develop rapport and establish and maintain effective working relationships with CalOptima Health's leadership and staff and external contacts at all levels and with diverse backgrounds.     Work independently and exercise sound judgment.   Communicate clearly and concisely, both orally and in writing.   Work a flexible schedule; available to participate in evening and weekend events.   Organize, be analytical, problem-solve and possess project management skills.   Work in a fast-paced environment and in an efficient manner.   Manage multiple projects and identify opportunities for internal and external collaboration.   Motivate and lead multi-program teams and external committees/coalitions.   Utilize computer and appropriate software (e.g., Microsoft Office: Word, Outlook, Excel, PowerPoint) and job specific applications/systems to produce correspondence, charts, spreadsheets, and/or other information applicable to the position assignment.      Physical Requirements (With or Without Accommodations):     Ability to visually read information from computer screens, forms and other printed materials and information.   Ability to speak (enunciate) clearly in conversation and general communication.   Hearing ability for verbal communication/conversation/responses via telephone, telephone systems, and face-to-face interactions.   Manual dexterity for typing, writing, standing and reaching, flexibility, body movement for bending, crouching, walking, kneeling and prolonged sitting.   Lifting and moving objects, patients and/or equipment 10 to 25 pounds      Work Environment:   If located at the 500, 505 Building or a remote work location:    Work is typically indoors and sedentary and is subject to schedule changes and/or variable work hours, with travel as needed.   There are no harmful environmental conditions present for this job.   The noise level in this work environment is usually moderate.     If located at PACE:    Work is typically indoors in a clinical setting serving the frail and elderly.   There may be harmful or hazardous environmental conditions present for this job.   The noise level in this work environment is usually moderate to loud.     If located in the Community:    Work is typically indoors and sedentary and is subject to schedule changes and/or variable work hours, with travel as needed.    Employee will occasionally work outdoors in varied temperatures.   There may be harmful or hazardous environmental conditions present for this job.   The noise level in this work environment is usually moderate to loud.      About CalOptima Health:  CalOptima Health is the single largest health plan in Orange County, serving one in four residents. Our motto - "Better. Together." - is at the heart of our mission to serve members with excellence, dignity and respect. We are a public agency made up of compassionate leaders and professionals working together to strengthen our community's health.  We are continuing to build a culture that promotes diversity and inclusion within our community where employees have a sense of belonging, and are valued for their ideas, contributions, and their unique individual perspectives they bring.  CalOptima Health has been recognized as one of Orange County's best places to work, so we know there is something special about our organization. It is why people choose to work here and why they choose to stay!    About our Benefits & Wellness options:  At CalOptima Health, we know that a healthy and happy workforce is a thriving workforce, which is why we offer a comprehensive benefits package, including participation in the California Public Employees Retirement System (CalPERS), low-cost medical/vision/dental insurance options, and paid time off. To support quality work-life balance, we allow flexible scheduling during core business hours, telework options for some positions, work schedules that allow every other Monday or Friday off (9/80 schedule), and a wellness program featuring diverse activities. Additionally, CalOptima Health contributes 4% of pensionable earnings to a 401(a) retirement program with no required employee contribution. For those who are interested in additional retirement savings, employees have access to 457(b) retirement plans with pre/post-tax contribution options.   For more information, please click on the   2024 CalOptima Health Benefits Guide   regarding our comprehensive benefits and wellness package.   IMPORTANT APPLICATION INFORMATION AND INSTRUCTIONS   Applications will be accepted on a continuous basis until a sufficient number of qualified applications have been received. The deadline for the first review of applications is  April 8, 2024 at   9:00 PM (PST).    Applicants are encouraged to apply early. Applicants that apply after the first review are not guaranteed to be considered for this recruitment. This recruitment may close at any time without notice after the first review date.     The selection process may include, but is not limited to, a skills assessment, phone screen and interview.   The successful candidate will be required to undergo a reference / background check (to include a conviction record) and if applicable also pass a post-offer pre-employment medical examination (which will include a drug screening).  Internal CalOptima Health applicants should apply through InfoNet.  Communication regarding your application will be sent to the email address listed on your application.  Please check your email, including your SPAM folder, regularly throughout the recruitment process.  You can also visit your candidate portal to receive the most up to date status of your application.   CalOptima Health is committed to attracting, hiring, and retaining a diverse staff, where we will honor your unique experiences, identity, and perspectives. Our organization strives to create and maintain a workplace environment that is inclusive, equitable and welcoming so we can truly be Better Together.    CalOptima Health is an equal opportunity employer and makes all employment decisions on the basis of merit. CalOptima Health wants to have qualified employees in every job position. CalOptima Health prohibits unlawful discrimination against any employee, or applicant for employment, based on race, religion/religious creed, color, national origin, ancestry, mental or physical disability, medical condition, genetic information, marital status, sex, sex stereotype, gender, gender identity, gender expression, transitioning status, age, sexual orientation, immigration status, military status as a disabled veteran, or veteran of the Vietnam era, or any other consideration made unlawful by federal, state, or local laws. CalOptima Health also prohibits unlawful discrimination based on the perception that anyone has any of those characteristics or is associated with a person who has, or is perceived as having, any of those characteristics.       If you are a qualified individual with a disability or a disabled veteran, you may request a reasonable accommodation at (714) 246-8400 if you are unable or limited in your ability to access job openings or apply for a job on this site as a result of your disability.    To apply, please visit:  https://jobs.caloptima.org/jobs/program-specialist-sr-505-city-parkway-california-united-states           Copyright 2022 Jobelephant.com Inc. All rights reserved.   Posted by the FREE value-added recruitment advertising agency     jeid-7b3e8f67aa4d334bb8f55cf4f0a09766
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             Working Title    Assistant to the AVP & Dean of Students    SF State   University    San Francisco State is an Equal Opportunity Employer and does not discriminate against persons on the basis of race, religion, color, ancestry, age, disability, genetic information, gender, gender identity, gender expression, marital status, medical condition, National origin, sex, sexual orientation, covered veteran status, or any other protected status. Reasonable accommodations will be provided for qualified applicants with disabilities who self-disclose by contacting the Senior Human Resources Manager.  Applicants may visit titleix.sfsu.edu for more information on SF State's policy prohibiting discrimination, and how to file an online report using the procedures under Executive Order 1096 Revised. Inquiries can be directed to the campus Title IX Coordinator and Discrimination, Harassment, and Retaliation Administrator by calling (415) 338-2032 or emailing vpsaem@sfsu.edu.  San Francisco State is a 100% Smoke/Vapor-Free Campus. Smoking or Vaping of any tobacco/plant-based substance is not permitted on any University properties.  The person holding this position may be considered a "mandated reporter" under the California Child Abuse and Neglect Reporting Act and is required to comply with the requirements set forth in CSU Executive Order 1083 as a condition of employment.  This position may be a "designated position" in the California State University's Conflict of Interest Code. The successful candidate accepting this position may be required to file Conflict of Interest forms subject to the regulations of the Fair Political Practices Commission.    Department    Division of Student Life    Appointment Type    This is a one-year probationary position.    Time Base    Full-time (1.0)    Work Schedule    Monday through Friday; from 8:00am to 5:00pm    Anticipated Hiring Range    $5,850.00 - $6,129.00 Per Month ($70,200 - $73,548.00 Annually)   Salary is commensurate with experience.    Position Summary    The Administrative Analyst/Specialist II in the Division of Student Life (DSL) and Dean of Students (DOS) Office is responsible for providing senior-level organizational management and administrative/clerical support to the areas supervised by the Associate Vice President (AVP) for Student Life and Dean of Students and providing administrative support for the Associate Dean and Assistant Dean of Students.   The incumbent’s duties and responsibilities are performed independently under the general supervision of the AVP & DOS within established department guidelines and policies. This position makes decisions based on precedent, adherence to policy and guidelines, and in consultation with the AVP & DOS in unusual or unique circumstances. This position calls for a maturity in judgment and the ability to work with a diversity of students, faculty, staff, parents, alumni, and several other various constituents.    Position Information     Office Management & Divisional Operations      Manages and supports the administrative operations, programs, and services of the Division of Student Life (DSL) and the Dean of Students (DOS) Office.   Support administrative operations for key divisional areas/departments throughout seasonal student life programming (e.g., new student orientation, GatorFest!, student staff onboarding, etc.) including: Provides planning, leadership, and oversight to sharing policies and procedures related to the division and office areas, divisional purchasing/procurement, divisional staff travel, student and staff payroll, office management, and program support.   Serving as the Procurement liaison for the Division; maintaining status updates on contracts and procurement policies to facilitate timely approvals and vendor contracts ahead of DSL events, programs, and contract renewals.   Provide administrative support for a centralized calendar of divisional events and programs, share and distribute divisional marketing, communications, and student messaging.   Provide administrative support of office and campus special events, set-up event equipment and decorations, order food and beverages and supplies, prepare agendas, and other documents/presentations.   Refer a volume of student, parent, faculty, and staff inquiries to appropriate departments and collaborate with departments and campus partners on programs, initiatives, and issues.   Assist with Deceased Student Protocol and Notification.   Assist with coordinating, drafting, and sending memos for DSL operations.   Supervise one or more student assistant(s) and provide on-going training and coaching.   Serve as back-up to verify I-9 Employment Eligibility Verification for all SFSU students, update Student Center Indicators, and maintain verification files.   Administer conduct and grade qualification checks for Associated Students (AS) current and potential board members.   Assist with property inventory for the division and office.   Troubleshoot telephone, computer, and/or printer issues and ensure systems are properly functioning.       Communication & Collaboration Coordination      Assists the AVP & DOS and the Leadership Team (managers and directors of DSL) in day-to-day operations, communications, meetings, memos, minutes, and divisional initiatives.   Works collaboratively with the departments within the DSL and DOS areas, SAEM, and University faculty and staff to enhance interdepartmental, intradepartmental, and interpersonal communications and decision making.       Acts as a liaison between the departments within the DSL and DOS areas and the Office of the Vice President for SAE.   Support strategic coordination on AVP & DOS, Associate Dean and Assistant Dean priorities and communications.   Communicates with University partners and community stakeholders in consultation with and on behalf of the AVP & DOS.   Represents the AVP & DOS at various meetings and workshops and maintains a welcoming and professional demeanor and office environment.   Takes initiative and identifies opportunities to relieve the AVP & DOS of non-critical tasks and issues in collaboration with the Associate Dean and Assistant Dean of Students.   Prepares meeting files and weekly, monthly, quarterly, or annually reports as requested.   Update and maintain divisional and office-specific associated websites.   Manage divisional and office-specific marketing materials and social media profiles and digital brand.       Budget and Personnel Matters Oversight      Acting as the lead professional when recommending policies relating to cash handling, purchase card (P-Card) transactions, requisitions, drafting University budget reports, and hospitality requests for the Division of Student Life (DSL).   Interprets budget and human resources policies and makes recommendations to the AVP & DOS and managers/directors within the DSL & DOS areas.   Assists with DSL area P-Card holders with account management, expense reports, purchase coordination, and cross-department purchasing strategies.   Reviews human resource protocols, paperwork, and procedures for continuity within the division.   Oversight and development of a fiscal management system for the DSL & DOS areas.   Keeps updated checks and balances on all associated DSL & DOS accounts.   Prepares the DSL & DOS annual budget requests, mid-year financial status reports, and all other mandatory reports.   Reviews proposed expenditure plans to determine cost allowance and to ensure compliance with University and CSU system policies and procedures.   Performs research and recommends solutions to any budgetary problems and human resources issues that might arise and ensures effectiveness of those solutions.   Reconciles and tracks office credit card purchases and expense reports.   Prepares and track memos, purchase orders, payment requests, expense reports and other departmental forms and documents.   Oversees the collection and deposits of revenue.       Planning & Event Oversight      Provides support for DOS & DSL events, programs, and initiatives, including fiscal, planning, event implementation, and assessment.   Provides support to students and departments regarding organization management and event planning policies and procedures.   Regularly conducts assessments and surveys creating feedback to provide information to analyze quality of programs, services, satisfaction, and needs assessment.   Conducts research on benchmarking and best practices and drafts relevant reports.       At all times      Demonstrates behaviors that are in line with the User Friends Principles (P530C) and Principles of Conduct for a Multi-Cultural University (P30D)   Demonstrates safe work practices for oneself, others, and the office environment.      Minimum Qualifications    Entry to this classification requires general knowledge and skills in the applicable administrative and/or program field with a foundational knowledge of public administration principles, practices, and methods. This foundation would normally be obtained through a bachelor's degree and/or equivalent training and administrative work experience involving study, analysis, and/or evaluation leading to the development or improvement of administrative policies, procedures, practices, or programs.     Thorough knowledge of and ability to apply extensive expertise to complex programs and/or administrative specialties, including pertinent laws and regulations.   Demonstrated expertise in and advanced knowledge of the principles, problems, and methods of public and business administration and operational and fiscal management.   Expertise in administrative survey techniques, operations and systems analysis, statistical and research methods, and the ability to interpret and evaluate results to develop sound conclusions and recommend new or revised policies.   Ability to understand problems from a broad, interactive perspective and discern applicable underlying principles to conceive of and develop strategic solutions.   Ability to work with representatives from public and private entities and handle potentially sensitive situations. Demonstrated consultative skills in working with internal and external constituent groups.   Ability to effectively present ideas and concepts in written or presentation format and use consultative and facilitation skills to gain consensus.      Preferred Qualifications      Bachelor’s degree highly preferred.   3-5 years of experience in a higher education or academic setting.   Senior and/or executive level administrative support experience.   Experience providing excellent customer service in higher education.   Bilingual skills highly desirable.   Ability to learn, interpret, and apply a wide variety of policies and procedures relating to and impacting the DSL and DOS office.   Knowledge of basic methods and procedures for research and statistical analysis and the ability to apply them.   Ability to analyze data and make accurate projections using business mathematics and basic statistical techniques.   Ability to take initiative and independently plan, organize, coordinate, and perform work in various situations where numerous and diverse demands and multiple priorities are involved.   Ability to make independent decisions and exercise sound judgment.   Ability to anticipate problems and address them proactively.   Ability to compile, write, and present reports related to program or administrative specialty.   Demonstrated ability to establish and maintain effective working relationships within and outside the work group and serve as a liaison for the organizational unit.   Working knowledge of operational and fiscal analysis and techniques.   Skill in the research, development and evaluation of policies and programs, including skill in the collection, evaluation, and interpretation of data to develop sound conclusions and make appropriate recommendations.   Expertise in investigating and analyzing problems with a broad administrative impact and implications.   Demonstrated ability to effectively present ideas and concepts in written or presentation format and use consultative and facilitation skills to gain consensus.   Ability to work with representatives from within and outside the university and handle potentially sensitive situations.   Ability to train others on new skills and procedures and provide lead work direction.   Ability to keep calm under pressure in a variety of situations and circumstances.   Familiarity with Oracle Campus Solutions (CS), OnBase, Qualtrics, Drupal, PeopleSoft, and Maxient.      Environmental/Physical/Special    The incumbent’s duties and responsibilities are performed within established department guidelines and policies. The incumbent has administrative and budgetary influence over key policies, procedures, objectives, short-term and long-term goals of the department. The incumbent makes decisions based on precedent, adherence to policy and guidelines, and on consultation basis in unusual or unique circumstances with the AVP & Dean of Students and University partners. The incumbent serves as a key contact for all departments reporting to the AVP & Dean of Students. The incumbent manages sensitive information and situations in a confidential manner. The position calls for a maturity in judgment and ability to work with a diverse group of students, faculty, and staff. Occasional night or weekend work may be needed, on an adjusted work schedule.  The incumbent performs project leadership and coordination with other administrative support staff in the DOS area. The incumbent provides administrative support to the AVP & Dean of Students including calendar management, purchases, departmental budgets, human resources and project assistance. The incumbent supervises student personnel.    Pre-Employment Requirements    This position requires the successful completion of a background check.    Eligibility to Work    Applicants must be able to provide proof of US Citizenship or authorization to work in the United States, within three business days from their date of hire.    Benefits    Threaded through our Total Compensation package is a commitment to Bridging Life's Transitions. SF State is committed to providing our employees with a comprehensive program that rewards efforts that are appreciated by your colleagues, students and the customers we serve.  We offer a competitive compensation package that includes Medical, Dental, Vision, Pension, 401k, Healthcare Savings Account, Life Insurance, Disability Insurance, Vacation and Sick Leave as well as State Holidays and a dynamic Fee Waiver program, all geared towards the University's commitment to attract, motivate and retain our employee.    CSUEU Position (For CSUEU Positions Only)    Eligible and qualified on-campus applicants, currently in bargaining units 2, 5, 7, and 9 are given hiring preference.    Additional Information     SF STATE IS NOT A SPONSORING AGENCY FOR STAFF OR MANAGEMENT POSITIONS. (i.e. H1-B VISAS).    Thank you for your interest in employment with California State University (CSU). CSU is a state entity whose business operations reside within the State of California. Because of this, CSU prohibits hiring employees to perform CSU-related work outside of California with very limited exception. While this position may be eligible for occasional telework, all work is expected to be performed in the state of California, and this position is assigned to on-campus operations.   CSU strongly encourages faculty, staff, and students who are accessing campus facilities to be immunized against COVID-19 or declare a medical or religious exemption from doing so. Any candidates advanced in a currently open search process are encouraged to comply with this requirement. The systemwide policy can be found at https://calstate.policystat.com/policy/9779821/latest/ and questions may be sent to hrwww@campus.edu.   The Human Resources office is open Mondays through Fridays from 8 a.m. to 5 p.m., and can be reached at (415) 338-1872.   Please note that this position, position requirements, application deadline and/or any other component of this position is subject to change or cancellation at any time.  Advertised: Jan 17 2024 Pacific Standard Time  Applications close:  Closing Date/Time:
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         Working Title    Assistant to the AVP & Dean of Students    SF State   University    San Francisco State is an Equal Opportunity Employer and does not discriminate against persons on the basis of race, religion, color, ancestry, age, disability, genetic information, gender, gender identity, gender expression, marital status, medical condition, National origin, sex, sexual orientation, covered veteran status, or any other protected status. Reasonable accommodations will be provided for qualified applicants with disabilities who self-disclose by contacting the Senior Human Resources Manager.  Applicants may visit titleix.sfsu.edu for more information on SF State's policy prohibiting discrimination, and how to file an online report using the procedures under Executive Order 1096 Revised. Inquiries can be directed to the campus Title IX Coordinator and Discrimination, Harassment, and Retaliation Administrator by calling (415) 338-2032 or emailing vpsaem@sfsu.edu.  San Francisco State is a 100% Smoke/Vapor-Free Campus. Smoking or Vaping of any tobacco/plant-based substance is not permitted on any University properties.  The person holding this position may be considered a "mandated reporter" under the California Child Abuse and Neglect Reporting Act and is required to comply with the requirements set forth in CSU Executive Order 1083 as a condition of employment.  This position may be a "designated position" in the California State University's Conflict of Interest Code. The successful candidate accepting this position may be required to file Conflict of Interest forms subject to the regulations of the Fair Political Practices Commission.    Department    Division of Student Life    Appointment Type    This is a one-year probationary position.    Time Base    Full-time (1.0)    Work Schedule    Monday through Friday; from 8:00am to 5:00pm    Anticipated Hiring Range    $5,850.00 - $6,129.00 Per Month ($70,200 - $73,548.00 Annually)   Salary is commensurate with experience.    Position Summary    The Administrative Analyst/Specialist II in the Division of Student Life (DSL) and Dean of Students (DOS) Office is responsible for providing senior-level organizational management and administrative/clerical support to the areas supervised by the Associate Vice President (AVP) for Student Life and Dean of Students and providing administrative support for the Associate Dean and Assistant Dean of Students.   The incumbent’s duties and responsibilities are performed independently under the general supervision of the AVP & DOS within established department guidelines and policies. This position makes decisions based on precedent, adherence to policy and guidelines, and in consultation with the AVP & DOS in unusual or unique circumstances. This position calls for a maturity in judgment and the ability to work with a diversity of students, faculty, staff, parents, alumni, and several other various constituents.    Position Information     Office Management & Divisional Operations      Manages and supports the administrative operations, programs, and services of the Division of Student Life (DSL) and the Dean of Students (DOS) Office.   Support administrative operations for key divisional areas/departments throughout seasonal student life programming (e.g., new student orientation, GatorFest!, student staff onboarding, etc.) including: Provides planning, leadership, and oversight to sharing policies and procedures related to the division and office areas, divisional purchasing/procurement, divisional staff travel, student and staff payroll, office management, and program support.   Serving as the Procurement liaison for the Division; maintaining status updates on contracts and procurement policies to facilitate timely approvals and vendor contracts ahead of DSL events, programs, and contract renewals.   Provide administrative support for a centralized calendar of divisional events and programs, share and distribute divisional marketing, communications, and student messaging.   Provide administrative support of office and campus special events, set-up event equipment and decorations, order food and beverages and supplies, prepare agendas, and other documents/presentations.   Refer a volume of student, parent, faculty, and staff inquiries to appropriate departments and collaborate with departments and campus partners on programs, initiatives, and issues.   Assist with Deceased Student Protocol and Notification.   Assist with coordinating, drafting, and sending memos for DSL operations.   Supervise one or more student assistant(s) and provide on-going training and coaching.   Serve as back-up to verify I-9 Employment Eligibility Verification for all SFSU students, update Student Center Indicators, and maintain verification files.   Administer conduct and grade qualification checks for Associated Students (AS) current and potential board members.   Assist with property inventory for the division and office.   Troubleshoot telephone, computer, and/or printer issues and ensure systems are properly functioning.       Communication & Collaboration Coordination      Assists the AVP & DOS and the Leadership Team (managers and directors of DSL) in day-to-day operations, communications, meetings, memos, minutes, and divisional initiatives.   Works collaboratively with the departments within the DSL and DOS areas, SAEM, and University faculty and staff to enhance interdepartmental, intradepartmental, and interpersonal communications and decision making.       Acts as a liaison between the departments within the DSL and DOS areas and the Office of the Vice President for SAE.   Support strategic coordination on AVP & DOS, Associate Dean and Assistant Dean priorities and communications.   Communicates with University partners and community stakeholders in consultation with and on behalf of the AVP & DOS.   Represents the AVP & DOS at various meetings and workshops and maintains a welcoming and professional demeanor and office environment.   Takes initiative and identifies opportunities to relieve the AVP & DOS of non-critical tasks and issues in collaboration with the Associate Dean and Assistant Dean of Students.   Prepares meeting files and weekly, monthly, quarterly, or annually reports as requested.   Update and maintain divisional and office-specific associated websites.   Manage divisional and office-specific marketing materials and social media profiles and digital brand.       Budget and Personnel Matters Oversight      Acting as the lead professional when recommending policies relating to cash handling, purchase card (P-Card) transactions, requisitions, drafting University budget reports, and hospitality requests for the Division of Student Life (DSL).   Interprets budget and human resources policies and makes recommendations to the AVP & DOS and managers/directors within the DSL & DOS areas.   Assists with DSL area P-Card holders with account management, expense reports, purchase coordination, and cross-department purchasing strategies.   Reviews human resource protocols, paperwork, and procedures for continuity within the division.   Oversight and development of a fiscal management system for the DSL & DOS areas.   Keeps updated checks and balances on all associated DSL & DOS accounts.   Prepares the DSL & DOS annual budget requests, mid-year financial status reports, and all other mandatory reports.   Reviews proposed expenditure plans to determine cost allowance and to ensure compliance with University and CSU system policies and procedures.   Performs research and recommends solutions to any budgetary problems and human resources issues that might arise and ensures effectiveness of those solutions.   Reconciles and tracks office credit card purchases and expense reports.   Prepares and track memos, purchase orders, payment requests, expense reports and other departmental forms and documents.   Oversees the collection and deposits of revenue.       Planning & Event Oversight      Provides support for DOS & DSL events, programs, and initiatives, including fiscal, planning, event implementation, and assessment.   Provides support to students and departments regarding organization management and event planning policies and procedures.   Regularly conducts assessments and surveys creating feedback to provide information to analyze quality of programs, services, satisfaction, and needs assessment.   Conducts research on benchmarking and best practices and drafts relevant reports.       At all times      Demonstrates behaviors that are in line with the User Friends Principles (P530C) and Principles of Conduct for a Multi-Cultural University (P30D)   Demonstrates safe work practices for oneself, others, and the office environment.      Minimum Qualifications    Entry to this classification requires general knowledge and skills in the applicable administrative and/or program field with a foundational knowledge of public administration principles, practices, and methods. This foundation would normally be obtained through a bachelor's degree and/or equivalent training and administrative work experience involving study, analysis, and/or evaluation leading to the development or improvement of administrative policies, procedures, practices, or programs.     Thorough knowledge of and ability to apply extensive expertise to complex programs and/or administrative specialties, including pertinent laws and regulations.   Demonstrated expertise in and advanced knowledge of the principles, problems, and methods of public and business administration and operational and fiscal management.   Expertise in administrative survey techniques, operations and systems analysis, statistical and research methods, and the ability to interpret and evaluate results to develop sound conclusions and recommend new or revised policies.   Ability to understand problems from a broad, interactive perspective and discern applicable underlying principles to conceive of and develop strategic solutions.   Ability to work with representatives from public and private entities and handle potentially sensitive situations. Demonstrated consultative skills in working with internal and external constituent groups.   Ability to effectively present ideas and concepts in written or presentation format and use consultative and facilitation skills to gain consensus.      Preferred Qualifications      Bachelor’s degree highly preferred.   3-5 years of experience in a higher education or academic setting.   Senior and/or executive level administrative support experience.   Experience providing excellent customer service in higher education.   Bilingual skills highly desirable.   Ability to learn, interpret, and apply a wide variety of policies and procedures relating to and impacting the DSL and DOS office.   Knowledge of basic methods and procedures for research and statistical analysis and the ability to apply them.   Ability to analyze data and make accurate projections using business mathematics and basic statistical techniques.   Ability to take initiative and independently plan, organize, coordinate, and perform work in various situations where numerous and diverse demands and multiple priorities are involved.   Ability to make independent decisions and exercise sound judgment.   Ability to anticipate problems and address them proactively.   Ability to compile, write, and present reports related to program or administrative specialty.   Demonstrated ability to establish and maintain effective working relationships within and outside the work group and serve as a liaison for the organizational unit.   Working knowledge of operational and fiscal analysis and techniques.   Skill in the research, development and evaluation of policies and programs, including skill in the collection, evaluation, and interpretation of data to develop sound conclusions and make appropriate recommendations.   Expertise in investigating and analyzing problems with a broad administrative impact and implications.   Demonstrated ability to effectively present ideas and concepts in written or presentation format and use consultative and facilitation skills to gain consensus.   Ability to work with representatives from within and outside the university and handle potentially sensitive situations.   Ability to train others on new skills and procedures and provide lead work direction.   Ability to keep calm under pressure in a variety of situations and circumstances.   Familiarity with Oracle Campus Solutions (CS), OnBase, Qualtrics, Drupal, PeopleSoft, and Maxient.      Environmental/Physical/Special    The incumbent’s duties and responsibilities are performed within established department guidelines and policies. The incumbent has administrative and budgetary influence over key policies, procedures, objectives, short-term and long-term goals of the department. The incumbent makes decisions based on precedent, adherence to policy and guidelines, and on consultation basis in unusual or unique circumstances with the AVP & Dean of Students and University partners. The incumbent serves as a key contact for all departments reporting to the AVP & Dean of Students. The incumbent manages sensitive information and situations in a confidential manner. The position calls for a maturity in judgment and ability to work with a diverse group of students, faculty, and staff. Occasional night or weekend work may be needed, on an adjusted work schedule.  The incumbent performs project leadership and coordination with other administrative support staff in the DOS area. The incumbent provides administrative support to the AVP & Dean of Students including calendar management, purchases, departmental budgets, human resources and project assistance. The incumbent supervises student personnel.    Pre-Employment Requirements    This position requires the successful completion of a background check.    Eligibility to Work    Applicants must be able to provide proof of US Citizenship or authorization to work in the United States, within three business days from their date of hire.    Benefits    Threaded through our Total Compensation package is a commitment to Bridging Life's Transitions. SF State is committed to providing our employees with a comprehensive program that rewards efforts that are appreciated by your colleagues, students and the customers we serve.  We offer a competitive compensation package that includes Medical, Dental, Vision, Pension, 401k, Healthcare Savings Account, Life Insurance, Disability Insurance, Vacation and Sick Leave as well as State Holidays and a dynamic Fee Waiver program, all geared towards the University's commitment to attract, motivate and retain our employee.    CSUEU Position (For CSUEU Positions Only)    Eligible and qualified on-campus applicants, currently in bargaining units 2, 5, 7, and 9 are given hiring preference.    Additional Information     SF STATE IS NOT A SPONSORING AGENCY FOR STAFF OR MANAGEMENT POSITIONS. (i.e. H1-B VISAS).    Thank you for your interest in employment with California State University (CSU). CSU is a state entity whose business operations reside within the State of California. Because of this, CSU prohibits hiring employees to perform CSU-related work outside of California with very limited exception. While this position may be eligible for occasional telework, all work is expected to be performed in the state of California, and this position is assigned to on-campus operations.   CSU strongly encourages faculty, staff, and students who are accessing campus facilities to be immunized against COVID-19 or declare a medical or religious exemption from doing so. Any candidates advanced in a currently open search process are encouraged to comply with this requirement. The systemwide policy can be found at https://calstate.policystat.com/policy/9779821/latest/ and questions may be sent to hrwww@campus.edu.   The Human Resources office is open Mondays through Fridays from 8 a.m. to 5 p.m., and can be reached at (415) 338-1872.   Please note that this position, position requirements, application deadline and/or any other component of this position is subject to change or cancellation at any time.  Advertised: Jan 17 2024 Pacific Standard Time  Applications close:  Closing Date/Time:
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            Program coordinator (Administrative Analyst/Specialist, Exempt I) - Office of Research and Sponsored Programs/Biology
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                    1600 Holloway Avenue, San Francisco, CA 94132, USA
                
                    

        
             Working Title    Program coordinator     SF State    University     San Francisco State is an Equal Opportunity Employer and does not discriminate against persons on the basis of race, religion, color, ancestry, age, disability, genetic information, gender, gender identity, gender expression, marital status, medical condition, National origin, sex, sexual orientation, covered veteran status, or any other protected status. Reasonable accommodations will be provided for qualified applicants with disabilities who self-disclose by contacting the Senior Human Resources Manager.  Applicants may visit titleix.sfsu.edu for more information on SF State's policy prohibiting discrimination, and how to file an online report using the procedures under Executive Order 1096 Revised. Inquiries can be directed to the campus Title IX Coordinator and Discrimination, Harassment, and Retaliation Administrator by calling (415) 338-2032 or emailing vpsaem@sfsu.edu.  San Francisco State is a 100% Smoke/Vapor-Free Campus. Smoking or Vaping of any tobacco/plant-based substance is not permitted on any University properties.  The person holding this position may be considered a "mandated reporter" under the California Child Abuse and Neglect Reporting Act and is required to comply with the requirements set forth in CSU Executive Order 1083 as a condition of employment.  This position may be a "designated position" in the California State University's Conflict of Interest Code. The successful candidate accepting this position may be required to file Conflict of Interest forms subject to the regulations of the Fair Political Practices Commission.      Department     Office of Research and Sponsored Programs/ Biology    Appointment Type    Temporary:   Position will end on or before November 30, 2024. Permanent status cannot be earned in this grant funded position. This Temporary appointment can be concluded prior to the stated temporary appointment end date, normally with a two-week notice period. Continuation of this temporary appointment is contingent upon grant funding.     Time Base     Part-Time 0.25 FTE     Work Schedule     Monday through Friday; from 8:00 am to 10:00 am    Anticipated Hiring Range    $1,450.00 per month at Part-Time (0.25)    $5,800.00 per month at Full-Time (1.0)   Salary is commensurate with experience.    Position Summary    Under the general direction of the Principal Investigator (PI), the Program Coordinator independently provides administrative support and programmatic support, and coordinates with support staff in SEO and other University offices and entities. The responsibilities include but not limited to coordinating funded programs curricular activities in collaboration with Program director and other program staff. The Incumbent will lead in coordinating administrative program support duties working with the program team. Other responsibilities are involved with program evaluation and making recommendations as well as finding resolution for compliance related matters for the program.     Position Information      Program Administrative Support      Coordinate funded program co-curricular activities with program directors and involved faculty, including dissemination of information to students and the public, and to the SEO office.   Components to address: potential assistance with Weekly meetings, Science Writing, summer doctoral prep organization. Assignments and projects are varied and complex, depending on each deadline. These projects may involve coordinating, prioritizing, and monitoring budgets, student activities, and interactions between program directors and the SEO office, and must be monitored through completion with accountability for end results and work performed by others. Responsible for compliance issues related to funded programs - work with students, faculty and ORSP staff to meet federal and university guidelines.   Responsible for organization, monitoring and tracking all the above activities.   Coordinate co-curricular activities which may include: orientation week activities, weekly group meetings, Summer doctoral prep workshops with appropriate program directors and faculty.   Lead, oversee, and carryout paperwork for stipend payments, travel expenses, research costs, and housing costs (for summer research programs).   Problem solve a wide range of administrative challenges related to these program operations will require thoughtful solutions. Precedents may often be relied on to determine appropriate solutions.   Administer Day-to-day program work is independent with weekly check-ins.      Collecting Data and Reporting      Participation with co-curricular activities may include outside activities and field work such as trips with students and program faculty to the Sierra Nevada Field Campus, the EOS campus, and other field sites.   Broadcast information about the program to appropriate venues online and in person as directed by program faculty.   Maintain records of student and faculty participation. Administer surveys with oversight from program faculty. Keep excellent records.   Monitor and collect compliance information; maintain records; report and submit compliance data to ORSP. The function requires accountability for the work results.      Other duties as assigned     At All Times      Demonstrate behaviors that are in line with the User Friendly Principles (P530C) and Principles of Conduct for a Multi-Cultural University (P30D)   Demonstrate safe work practices for oneself, others and the office environment.      Minimum Qualifications    Entry to this classification requires general knowledge and skills in the applicable administrative and/or program field with a foundational knowledge of public administration principles, practices, and methods. This foundation would normally be obtained through a bachelor's degree and/or equivalent training and administrative work experience involving study, analysis, and/or evaluation leading to the development or improvement of administrative policies, procedures, practices, or programs.     Knowledge of and ability to apply fundamental concepts.   Ability to analyze data and make accurate projections using business mathematics and basic statistical techniques.   Demonstrated ability to establish and maintain effective working relationships within and outside the work group and serve as a liaison for the organizational unit.   Working knowledge of and ability to apply standard theories, principles, practices, and techniques applicable to the program and/or administrative specialty to develop conclusions and make recommendations.   Thorough knowledge of policies, procedures, and outside regulations pertaining to and/or administrative specialty.   Working knowledge of operational and fiscal analysis and techniques. Working knowledge of budget policies and procedures.   Ability to take initiative and independently plan, organize, coordinate, and perform work in various situations where numerous and diverse demands are involved.   Skill in the research, development and evaluation of policies and programs, including skill in the collection, evaluation, and interpretation of data to develop sound conclusions and make appropriate recommendations.   Expertise in investigating and analyzing problems with a broad administrative impact and implications. Ability to make independent decisions and exercise sound judgment.   Ability to anticipate problems and address them proactively.   Demonstrated ability to effectively interpret, organize, and present information and ideas in written or presentation form.   Ability to compile, write, and present reports related to program or administrative specialty.   Ability to train others on new skills and procedures and provide lead work direction.      Preferred Qualifications    Experience with University procedures including stipend, payment, purchasing, safety, housing, and other paperwork. Experience with procuring research supplies from diverse sources. Experience with field and lab research environments. Experience with field campuses. Experience with lab chemicals. Experience synthesizing, organizing, graphing, analyzing data, and making written and oral presentations.    Environmental/Physical/Special      Must possess a valid CA Driver’s license, safety certifications to use a University vehicle.   Computer use. May involve driving, camping, hiking, participation in lab exercises, field trip preparation or planning. Some work on weekends or holidays may be required and the work week will be adjusted accordingly.      Pre-Employment Requirements    This position requires the successful completion of a background check.    Eligibility to Work    Applicants must be able to provide proof of US Citizenship or authorization to work in the United States, within three business days from their date of hire.    Benefits    Threaded through our Total Compensation package is a commitment to Bridging Life's Transitions. SF State is committed to providing our employees with a comprehensive program that rewards efforts that are appreciated by your colleagues, students and the customers we serve.  We offer a competitive compensation package that includes Medical, Dental, Vision, Pension, 401k, Healthcare Savings Account, Life Insurance, Disability Insurance, Vacation and Sick Leave as well as State Holidays and a dynamic Fee Waiver program, all geared towards the University's commitment to attract, motivate and retain our employee.    CSUEU Position (For CSUEU Positions Only)    Eligible and qualified on-campus applicants, currently in bargaining units 2, 5, 7, and 9 are given hiring preference.    Additional Information      SF STATE IS NOT A SPONSORING AGENCY FOR STAFF OR MANAGEMENT POSITIONS. (i.e. H1-B VISAS).     Thank you for your interest in employment with California State University (CSU). CSU is a state entity whose business operations reside within the State of California. Because of this, CSU prohibits hiring employees to perform CSU-related work outside of California with very limited exception. While this position may be eligible for occasional telework, all work is expected to be performed in the state of California, and this position is assigned to on-campus operations.   CSU strongly encourages faculty, staff, and students who are accessing campus facilities to be immunized against COVID-19 or declare a medical or religious exemption from doing so. Any candidates advanced in a currently open search process are encouraged to comply with this requirement. The systemwide policy can be found at https://calstate.policystat.com/policy/9779821/latest/ and questions may be sent to hrwww@campus.edu.   The Human Resources office is open Mondays through Fridays from 8 a.m. to 5 p.m., and can be reached at (415) 338-1872.   Please note that this position, position requirements, application deadline and/or any other component of this position is subject to change or cancellation at any time.  Advertised: Mar 19 2024 Pacific Daylight Time  Applications close:  Closing Date/Time:
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         Working Title    Program coordinator     SF State    University     San Francisco State is an Equal Opportunity Employer and does not discriminate against persons on the basis of race, religion, color, ancestry, age, disability, genetic information, gender, gender identity, gender expression, marital status, medical condition, National origin, sex, sexual orientation, covered veteran status, or any other protected status. Reasonable accommodations will be provided for qualified applicants with disabilities who self-disclose by contacting the Senior Human Resources Manager.  Applicants may visit titleix.sfsu.edu for more information on SF State's policy prohibiting discrimination, and how to file an online report using the procedures under Executive Order 1096 Revised. Inquiries can be directed to the campus Title IX Coordinator and Discrimination, Harassment, and Retaliation Administrator by calling (415) 338-2032 or emailing vpsaem@sfsu.edu.  San Francisco State is a 100% Smoke/Vapor-Free Campus. Smoking or Vaping of any tobacco/plant-based substance is not permitted on any University properties.  The person holding this position may be considered a "mandated reporter" under the California Child Abuse and Neglect Reporting Act and is required to comply with the requirements set forth in CSU Executive Order 1083 as a condition of employment.  This position may be a "designated position" in the California State University's Conflict of Interest Code. The successful candidate accepting this position may be required to file Conflict of Interest forms subject to the regulations of the Fair Political Practices Commission.      Department     Office of Research and Sponsored Programs/ Biology    Appointment Type    Temporary:   Position will end on or before November 30, 2024. Permanent status cannot be earned in this grant funded position. This Temporary appointment can be concluded prior to the stated temporary appointment end date, normally with a two-week notice period. Continuation of this temporary appointment is contingent upon grant funding.     Time Base     Part-Time 0.25 FTE     Work Schedule     Monday through Friday; from 8:00 am to 10:00 am    Anticipated Hiring Range    $1,450.00 per month at Part-Time (0.25)    $5,800.00 per month at Full-Time (1.0)   Salary is commensurate with experience.    Position Summary    Under the general direction of the Principal Investigator (PI), the Program Coordinator independently provides administrative support and programmatic support, and coordinates with support staff in SEO and other University offices and entities. The responsibilities include but not limited to coordinating funded programs curricular activities in collaboration with Program director and other program staff. The Incumbent will lead in coordinating administrative program support duties working with the program team. Other responsibilities are involved with program evaluation and making recommendations as well as finding resolution for compliance related matters for the program.     Position Information      Program Administrative Support      Coordinate funded program co-curricular activities with program directors and involved faculty, including dissemination of information to students and the public, and to the SEO office.   Components to address: potential assistance with Weekly meetings, Science Writing, summer doctoral prep organization. Assignments and projects are varied and complex, depending on each deadline. These projects may involve coordinating, prioritizing, and monitoring budgets, student activities, and interactions between program directors and the SEO office, and must be monitored through completion with accountability for end results and work performed by others. Responsible for compliance issues related to funded programs - work with students, faculty and ORSP staff to meet federal and university guidelines.   Responsible for organization, monitoring and tracking all the above activities.   Coordinate co-curricular activities which may include: orientation week activities, weekly group meetings, Summer doctoral prep workshops with appropriate program directors and faculty.   Lead, oversee, and carryout paperwork for stipend payments, travel expenses, research costs, and housing costs (for summer research programs).   Problem solve a wide range of administrative challenges related to these program operations will require thoughtful solutions. Precedents may often be relied on to determine appropriate solutions.   Administer Day-to-day program work is independent with weekly check-ins.      Collecting Data and Reporting      Participation with co-curricular activities may include outside activities and field work such as trips with students and program faculty to the Sierra Nevada Field Campus, the EOS campus, and other field sites.   Broadcast information about the program to appropriate venues online and in person as directed by program faculty.   Maintain records of student and faculty participation. Administer surveys with oversight from program faculty. Keep excellent records.   Monitor and collect compliance information; maintain records; report and submit compliance data to ORSP. The function requires accountability for the work results.      Other duties as assigned     At All Times      Demonstrate behaviors that are in line with the User Friendly Principles (P530C) and Principles of Conduct for a Multi-Cultural University (P30D)   Demonstrate safe work practices for oneself, others and the office environment.      Minimum Qualifications    Entry to this classification requires general knowledge and skills in the applicable administrative and/or program field with a foundational knowledge of public administration principles, practices, and methods. This foundation would normally be obtained through a bachelor's degree and/or equivalent training and administrative work experience involving study, analysis, and/or evaluation leading to the development or improvement of administrative policies, procedures, practices, or programs.     Knowledge of and ability to apply fundamental concepts.   Ability to analyze data and make accurate projections using business mathematics and basic statistical techniques.   Demonstrated ability to establish and maintain effective working relationships within and outside the work group and serve as a liaison for the organizational unit.   Working knowledge of and ability to apply standard theories, principles, practices, and techniques applicable to the program and/or administrative specialty to develop conclusions and make recommendations.   Thorough knowledge of policies, procedures, and outside regulations pertaining to and/or administrative specialty.   Working knowledge of operational and fiscal analysis and techniques. Working knowledge of budget policies and procedures.   Ability to take initiative and independently plan, organize, coordinate, and perform work in various situations where numerous and diverse demands are involved.   Skill in the research, development and evaluation of policies and programs, including skill in the collection, evaluation, and interpretation of data to develop sound conclusions and make appropriate recommendations.   Expertise in investigating and analyzing problems with a broad administrative impact and implications. Ability to make independent decisions and exercise sound judgment.   Ability to anticipate problems and address them proactively.   Demonstrated ability to effectively interpret, organize, and present information and ideas in written or presentation form.   Ability to compile, write, and present reports related to program or administrative specialty.   Ability to train others on new skills and procedures and provide lead work direction.      Preferred Qualifications    Experience with University procedures including stipend, payment, purchasing, safety, housing, and other paperwork. Experience with procuring research supplies from diverse sources. Experience with field and lab research environments. Experience with field campuses. Experience with lab chemicals. Experience synthesizing, organizing, graphing, analyzing data, and making written and oral presentations.    Environmental/Physical/Special      Must possess a valid CA Driver’s license, safety certifications to use a University vehicle.   Computer use. May involve driving, camping, hiking, participation in lab exercises, field trip preparation or planning. Some work on weekends or holidays may be required and the work week will be adjusted accordingly.      Pre-Employment Requirements    This position requires the successful completion of a background check.    Eligibility to Work    Applicants must be able to provide proof of US Citizenship or authorization to work in the United States, within three business days from their date of hire.    Benefits    Threaded through our Total Compensation package is a commitment to Bridging Life's Transitions. SF State is committed to providing our employees with a comprehensive program that rewards efforts that are appreciated by your colleagues, students and the customers we serve.  We offer a competitive compensation package that includes Medical, Dental, Vision, Pension, 401k, Healthcare Savings Account, Life Insurance, Disability Insurance, Vacation and Sick Leave as well as State Holidays and a dynamic Fee Waiver program, all geared towards the University's commitment to attract, motivate and retain our employee.    CSUEU Position (For CSUEU Positions Only)    Eligible and qualified on-campus applicants, currently in bargaining units 2, 5, 7, and 9 are given hiring preference.    Additional Information      SF STATE IS NOT A SPONSORING AGENCY FOR STAFF OR MANAGEMENT POSITIONS. (i.e. H1-B VISAS).     Thank you for your interest in employment with California State University (CSU). CSU is a state entity whose business operations reside within the State of California. Because of this, CSU prohibits hiring employees to perform CSU-related work outside of California with very limited exception. While this position may be eligible for occasional telework, all work is expected to be performed in the state of California, and this position is assigned to on-campus operations.   CSU strongly encourages faculty, staff, and students who are accessing campus facilities to be immunized against COVID-19 or declare a medical or religious exemption from doing so. Any candidates advanced in a currently open search process are encouraged to comply with this requirement. The systemwide policy can be found at https://calstate.policystat.com/policy/9779821/latest/ and questions may be sent to hrwww@campus.edu.   The Human Resources office is open Mondays through Fridays from 8 a.m. to 5 p.m., and can be reached at (415) 338-1872.   Please note that this position, position requirements, application deadline and/or any other component of this position is subject to change or cancellation at any time.  Advertised: Mar 19 2024 Pacific Daylight Time  Applications close:  Closing Date/Time:
    

											
            
            
                [image: Cal State University (CSU) San Francisco]
            
        

        
        
            EOS & NERR Administrative Coordinator (Administrative Analyst/Specialist - Exempt I) - Office of Research & Sponsored Programs/SF Bay National Estuarine Research Reserve
        

        
            
            
                                            Cal State University (CSU) San Francisco
                                    
            
                            
                    1600 Holloway Avenue, San Francisco, CA 94132, USA
                
                    

        
             Working Title    EOS & NERR Administrative Coordinator     SF State    University     San Francisco State is an Equal Opportunity Employer and does not discriminate against persons on the basis of race, religion, color, ancestry, age, disability, genetic information, gender, gender identity, gender expression, marital status, medical condition, National origin, sex, sexual orientation, covered veteran status, or any other protected status. Reasonable accommodations will be provided for qualified applicants with disabilities who self-disclose by contacting the Senior Human Resources Manager.  Applicants may visit titleix.sfsu.edu for more information on SF State's policy prohibiting discrimination, and how to file an online report using the procedures under Executive Order 1096 Revised. Inquiries can be directed to the campus Title IX Coordinator and Discrimination, Harassment, and Retaliation Administrator by calling (415) 338-2032 or emailing vpsaem@sfsu.edu.  San Francisco State is a 100% Smoke/Vapor-Free Campus. Smoking or Vaping of any tobacco/plant-based substance is not permitted on any University properties.  The person holding this position may be considered a "mandated reporter" under the California Child Abuse and Neglect Reporting Act and is required to comply with the requirements set forth in CSU Executive Order 1083 as a condition of employment.  This position may be a "designated position" in the California State University's Conflict of Interest Code. The successful candidate accepting this position may be required to file Conflict of Interest forms subject to the regulations of the Fair Political Practices Commission.      Department     Office of Research and Sponsored Programs/Estuary & Ocean Science Center/SF Bay National Estuarine Research Reserve    Appointment Type    Temporary:   Position will end on or before December 31, 2024. Permanent status cannot be earned in this grant funded position. This Temporary appointment can be concluded prior to the stated temporary appointment end date, normally with a two-week notice period. Continuation of this temporary appointment is contingent upon grant funding.     Time Base     Full time (1.0)     Work Schedule     Monday through Friday; from 8:00 am to 5:00 pm    Anticipated Hiring Range    $5,500.00 per month ($66,000.00 Annually)   Salary is commensurate with experience.    Position Summary    Administrative Coordinator will work for the San Francisco Bay National Estuarine Research Reserve (NERR) at Estuary and Ocean Science Center on the Romberg Tiburon Campus of San Francisco State University (SFSU), in Tiburon, CA. The position will be half time. The Administrative Coordinator will serve as a key contact between SFSU (Office of Research and Sponsored Programs), NOAA, and NERR staff and will assist the NERR Reserve Manager. The Administrative Coordinator will provide pre- and post-award grant support between the NERR and SFSU (prepare and interpret budgets and accounting reports; troubleshoot any discrepancies with appropriate campus offices; provide the NERR Manager with monthly financial reports; and assist with procurement and reimbursements) and grantors and subawardees (progress reporting, support with procurement and invoicing). Provide coordination support on human resources. Provide support with a variety of administrative tasks (scheduling meetings, planning special events, and supporting projects). Activities will also include working to support other NERR staff in support of our missions.     Position Information      Financial and Grant Management, Post-Award       Maintain financial tracking of projects post award, utilizing data from the SF State Financial Data Warehouse and from purchasing activities, and provide monthly summaries. Ensure efficiency and continuity between multiple project accounts. Track calendar of all required reporting, and accounts close out. Monitor contract invoicing to assure compliance with SF State policies and procedures.   Maintain allocations and reporting of expenses and salaries across projects. Support NERR Manager and SFSU Grants Administrator in preparing and submitting compliance reports.   Support NERR Manager on human resource needs, including coordinating with ORSP, coordinating annual reviews, hiring assistance, volunteers coordination.   Administer procurement and purchase-card reporting. Process paperwork for NERR Manager and staff: travel authorizations, travel and project reimbursements, purchase orders, grant contracting and subawards. Maintain expenditure cost tracking by project and category. Respond to SF State enquiries.      Financial and Grant Management, Pre-Award       Support NERR Principal Investigators with pre-award grant proposal development, including coordination with Office of Research and Sponsored Program, coordinating funding opportunity notices, budget development, grant information input to state and federal grant submission online portals.      Administrative Support        Schedule meetings, coordinate communications, and assist NERR Manager and staff with other administrative tasks, special events, note taking at meetings, calendar management, meeting agendas and action items tracking, volunteer hours tracking, online accounts management (domain names, hosts, outreach service providers).      Other duties as assigned    Minimum Qualifications    Entry to this classification requires general knowledge and skills in the applicable administrative and/or program field with a foundational knowledge of public administration principles, practices, and methods. This foundation would normally be obtained through a bachelor's degree and/or equivalent training and administrative work experience involving study, analysis, and/or evaluation leading to the development or improvement of administrative policies, procedures, practices, or programs.     Demonstrated proficiency in University pre- and post-award grant management processes and procedures   Demonstrated proficiency in Microsoft Excel necessary, proficiency in Access or similar database program beneficial   General knowledge and skills in the applicable administrative and/or program field with a foundational knowledge of public administration principles, practices, and methods especially of institutions like SF State.   Working knowledge of general practices, program, and/or administrative specialty.   Basic knowledge of and ability to apply fundamental concepts.   Ability to learn, interpret, and apply a wide variety of policies and procedures and impacting the applicable program, organizational unit, and/or administrative specialty.   Ability to analyze data and make accurate projections using business mathematics and basic statistical techniques.   Ability to organize and plan work and projects including handling multiple priorities.   Ability to make independent decisions and exercise sound judgment.   Ability to compile, write, and present reports related to program or administrative specialty.   Demonstrated ability to establish and maintain effective working relationships within and outside the work group and serve as a liaison for the organizational unit.     A background check (which may include: checks of employment records, education records, criminal records, civil records, motor vehicle records, professional licenses, and sex offender registries, as position requires). Failure to satisfactorily complete the background check may affect the application status of applicants or continued employment of current CSU employees who apply for the position.    Preferred Qualifications      Five years administrative, grant coordination, and accounting experience.   Strong knowledge of generally accepted accounting principles.   High proficiency in cost tracking across multiple grants.   High proficiency in working with grant administrators within SFSU, with grant staff at grantor organizations, and with University procurement procedures.   Experience with performing a variety of administrative, fiscal and analytical duties of limited to moderate complexity and/or day-to-day administration of a program within an organizational unit. Work activities relate primarily to operations and procedures.   Ability to coordinate projects within and across organizational units. Ability to handle multiple work priorities and accountability for own work results.   Ability to use independent judgment to make decisions, interpret, and apply a wide range of policies and procedures related to the program area and/or administrative specialties; ability to follow standard procedures and practices.   Independent problem solving including use of precedents to solve a wide range of administrative problems related to day-to-day work unit and program operations   Ability to effectively interpret, organize, and present information and ideas verbally and in writing   Ability to take initiative and independently plan, organize, coordinate, and perform work in various situations where numerous and diverse demands are involved.   Ability to maintain and improve the systems necessary for efficient tracking of all fiscal and accounting information for the Reserve.   Ability to review and evaluate reports received from the University and work with appropriate staff to resolve accounting problems and issues in a timely manner.   Ability to develop creative solutions and adapt current operating procedures to accommodate new conditions; respond quickly and effectively to needs of the Manager and staff while ensuring compliance at all levels.      Environmental/Physical/Special    Most possess a valid California Driver’s License.   Ability to move 30 pounds of boxes    Pre-Employment Requirements    This position requires the successful completion of a background check.    Eligibility to Work    Applicants must be able to provide proof of US Citizenship or authorization to work in the United States, within three business days from their date of hire.    Benefits    Threaded through our Total Compensation package is a commitment to Bridging Life's Transitions. SF State is committed to providing our employees with a comprehensive program that rewards efforts that are appreciated by your colleagues, students and the customers we serve.  We offer a competitive compensation package that includes Medical, Dental, Vision, Pension, 401k, Healthcare Savings Account, Life Insurance, Disability Insurance, Vacation and Sick Leave as well as State Holidays and a dynamic Fee Waiver program, all geared towards the University's commitment to attract, motivate and retain our employee.    CSUEU Position (For CSUEU Positions Only)    Eligible and qualified on-campus applicants, currently in bargaining units 2, 5, 7, and 9 are given hiring preference.    Additional Information      SF STATE IS NOT A SPONSORING AGENCY FOR STAFF OR MANAGEMENT POSITIONS. (i.e. H1-B VISAS).     Thank you for your interest in employment with California State University (CSU). CSU is a state entity whose business operations reside within the State of California. Because of this, CSU prohibits hiring employees to perform CSU-related work outside of California with very limited exception. While this position may be eligible for occasional telework, all work is expected to be performed in the state of California, and this position is assigned to on-campus operations.   CSU strongly encourages faculty, staff, and students who are accessing campus facilities to be immunized against COVID-19 or declare a medical or religious exemption from doing so. Any candidates advanced in a currently open search process are encouraged to comply with this requirement. The systemwide policy can be found at https://calstate.policystat.com/policy/9779821/latest/ and questions may be sent to hr@campus.edu.   The Human Resources office is open Mondays through Fridays from 8 a.m. to 5 p.m., and can be reached at (415) 338-1872.   Please note that this position, position requirements, application deadline and/or any other component of this position is subject to change or cancellation at any time.  Advertised: Aug 23 2023 Pacific Daylight Time  Applications close:  Closing Date/Time:
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         Working Title    EOS & NERR Administrative Coordinator     SF State    University     San Francisco State is an Equal Opportunity Employer and does not discriminate against persons on the basis of race, religion, color, ancestry, age, disability, genetic information, gender, gender identity, gender expression, marital status, medical condition, National origin, sex, sexual orientation, covered veteran status, or any other protected status. Reasonable accommodations will be provided for qualified applicants with disabilities who self-disclose by contacting the Senior Human Resources Manager.  Applicants may visit titleix.sfsu.edu for more information on SF State's policy prohibiting discrimination, and how to file an online report using the procedures under Executive Order 1096 Revised. Inquiries can be directed to the campus Title IX Coordinator and Discrimination, Harassment, and Retaliation Administrator by calling (415) 338-2032 or emailing vpsaem@sfsu.edu.  San Francisco State is a 100% Smoke/Vapor-Free Campus. Smoking or Vaping of any tobacco/plant-based substance is not permitted on any University properties.  The person holding this position may be considered a "mandated reporter" under the California Child Abuse and Neglect Reporting Act and is required to comply with the requirements set forth in CSU Executive Order 1083 as a condition of employment.  This position may be a "designated position" in the California State University's Conflict of Interest Code. The successful candidate accepting this position may be required to file Conflict of Interest forms subject to the regulations of the Fair Political Practices Commission.      Department     Office of Research and Sponsored Programs/Estuary & Ocean Science Center/SF Bay National Estuarine Research Reserve    Appointment Type    Temporary:   Position will end on or before December 31, 2024. Permanent status cannot be earned in this grant funded position. This Temporary appointment can be concluded prior to the stated temporary appointment end date, normally with a two-week notice period. Continuation of this temporary appointment is contingent upon grant funding.     Time Base     Full time (1.0)     Work Schedule     Monday through Friday; from 8:00 am to 5:00 pm    Anticipated Hiring Range    $5,500.00 per month ($66,000.00 Annually)   Salary is commensurate with experience.    Position Summary    Administrative Coordinator will work for the San Francisco Bay National Estuarine Research Reserve (NERR) at Estuary and Ocean Science Center on the Romberg Tiburon Campus of San Francisco State University (SFSU), in Tiburon, CA. The position will be half time. The Administrative Coordinator will serve as a key contact between SFSU (Office of Research and Sponsored Programs), NOAA, and NERR staff and will assist the NERR Reserve Manager. The Administrative Coordinator will provide pre- and post-award grant support between the NERR and SFSU (prepare and interpret budgets and accounting reports; troubleshoot any discrepancies with appropriate campus offices; provide the NERR Manager with monthly financial reports; and assist with procurement and reimbursements) and grantors and subawardees (progress reporting, support with procurement and invoicing). Provide coordination support on human resources. Provide support with a variety of administrative tasks (scheduling meetings, planning special events, and supporting projects). Activities will also include working to support other NERR staff in support of our missions.     Position Information      Financial and Grant Management, Post-Award       Maintain financial tracking of projects post award, utilizing data from the SF State Financial Data Warehouse and from purchasing activities, and provide monthly summaries. Ensure efficiency and continuity between multiple project accounts. Track calendar of all required reporting, and accounts close out. Monitor contract invoicing to assure compliance with SF State policies and procedures.   Maintain allocations and reporting of expenses and salaries across projects. Support NERR Manager and SFSU Grants Administrator in preparing and submitting compliance reports.   Support NERR Manager on human resource needs, including coordinating with ORSP, coordinating annual reviews, hiring assistance, volunteers coordination.   Administer procurement and purchase-card reporting. Process paperwork for NERR Manager and staff: travel authorizations, travel and project reimbursements, purchase orders, grant contracting and subawards. Maintain expenditure cost tracking by project and category. Respond to SF State enquiries.      Financial and Grant Management, Pre-Award       Support NERR Principal Investigators with pre-award grant proposal development, including coordination with Office of Research and Sponsored Program, coordinating funding opportunity notices, budget development, grant information input to state and federal grant submission online portals.      Administrative Support        Schedule meetings, coordinate communications, and assist NERR Manager and staff with other administrative tasks, special events, note taking at meetings, calendar management, meeting agendas and action items tracking, volunteer hours tracking, online accounts management (domain names, hosts, outreach service providers).      Other duties as assigned    Minimum Qualifications    Entry to this classification requires general knowledge and skills in the applicable administrative and/or program field with a foundational knowledge of public administration principles, practices, and methods. This foundation would normally be obtained through a bachelor's degree and/or equivalent training and administrative work experience involving study, analysis, and/or evaluation leading to the development or improvement of administrative policies, procedures, practices, or programs.     Demonstrated proficiency in University pre- and post-award grant management processes and procedures   Demonstrated proficiency in Microsoft Excel necessary, proficiency in Access or similar database program beneficial   General knowledge and skills in the applicable administrative and/or program field with a foundational knowledge of public administration principles, practices, and methods especially of institutions like SF State.   Working knowledge of general practices, program, and/or administrative specialty.   Basic knowledge of and ability to apply fundamental concepts.   Ability to learn, interpret, and apply a wide variety of policies and procedures and impacting the applicable program, organizational unit, and/or administrative specialty.   Ability to analyze data and make accurate projections using business mathematics and basic statistical techniques.   Ability to organize and plan work and projects including handling multiple priorities.   Ability to make independent decisions and exercise sound judgment.   Ability to compile, write, and present reports related to program or administrative specialty.   Demonstrated ability to establish and maintain effective working relationships within and outside the work group and serve as a liaison for the organizational unit.     A background check (which may include: checks of employment records, education records, criminal records, civil records, motor vehicle records, professional licenses, and sex offender registries, as position requires). Failure to satisfactorily complete the background check may affect the application status of applicants or continued employment of current CSU employees who apply for the position.    Preferred Qualifications      Five years administrative, grant coordination, and accounting experience.   Strong knowledge of generally accepted accounting principles.   High proficiency in cost tracking across multiple grants.   High proficiency in working with grant administrators within SFSU, with grant staff at grantor organizations, and with University procurement procedures.   Experience with performing a variety of administrative, fiscal and analytical duties of limited to moderate complexity and/or day-to-day administration of a program within an organizational unit. Work activities relate primarily to operations and procedures.   Ability to coordinate projects within and across organizational units. Ability to handle multiple work priorities and accountability for own work results.   Ability to use independent judgment to make decisions, interpret, and apply a wide range of policies and procedures related to the program area and/or administrative specialties; ability to follow standard procedures and practices.   Independent problem solving including use of precedents to solve a wide range of administrative problems related to day-to-day work unit and program operations   Ability to effectively interpret, organize, and present information and ideas verbally and in writing   Ability to take initiative and independently plan, organize, coordinate, and perform work in various situations where numerous and diverse demands are involved.   Ability to maintain and improve the systems necessary for efficient tracking of all fiscal and accounting information for the Reserve.   Ability to review and evaluate reports received from the University and work with appropriate staff to resolve accounting problems and issues in a timely manner.   Ability to develop creative solutions and adapt current operating procedures to accommodate new conditions; respond quickly and effectively to needs of the Manager and staff while ensuring compliance at all levels.      Environmental/Physical/Special    Most possess a valid California Driver’s License.   Ability to move 30 pounds of boxes    Pre-Employment Requirements    This position requires the successful completion of a background check.    Eligibility to Work    Applicants must be able to provide proof of US Citizenship or authorization to work in the United States, within three business days from their date of hire.    Benefits    Threaded through our Total Compensation package is a commitment to Bridging Life's Transitions. SF State is committed to providing our employees with a comprehensive program that rewards efforts that are appreciated by your colleagues, students and the customers we serve.  We offer a competitive compensation package that includes Medical, Dental, Vision, Pension, 401k, Healthcare Savings Account, Life Insurance, Disability Insurance, Vacation and Sick Leave as well as State Holidays and a dynamic Fee Waiver program, all geared towards the University's commitment to attract, motivate and retain our employee.    CSUEU Position (For CSUEU Positions Only)    Eligible and qualified on-campus applicants, currently in bargaining units 2, 5, 7, and 9 are given hiring preference.    Additional Information      SF STATE IS NOT A SPONSORING AGENCY FOR STAFF OR MANAGEMENT POSITIONS. (i.e. H1-B VISAS).     Thank you for your interest in employment with California State University (CSU). CSU is a state entity whose business operations reside within the State of California. Because of this, CSU prohibits hiring employees to perform CSU-related work outside of California with very limited exception. While this position may be eligible for occasional telework, all work is expected to be performed in the state of California, and this position is assigned to on-campus operations.   CSU strongly encourages faculty, staff, and students who are accessing campus facilities to be immunized against COVID-19 or declare a medical or religious exemption from doing so. Any candidates advanced in a currently open search process are encouraged to comply with this requirement. The systemwide policy can be found at https://calstate.policystat.com/policy/9779821/latest/ and questions may be sent to hr@campus.edu.   The Human Resources office is open Mondays through Fridays from 8 a.m. to 5 p.m., and can be reached at (415) 338-1872.   Please note that this position, position requirements, application deadline and/or any other component of this position is subject to change or cancellation at any time.  Advertised: Aug 23 2023 Pacific Daylight Time  Applications close:  Closing Date/Time:
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            Position/Program Information   When to Submit Your Application:    The application filing period will begin on Monday, December 11, 2023, at 7:00 a.m. (PT). T his recruitment will remain open until the needs of the service are met.    Reposting Information:  This announcement is a repost to update information in the following section:  Essential Job Functions        Type of Recruitment:    Open Competitive Job Opportunity   No with-hold or out-of-class experience will be accepted.    Check Out Our Outstanding Benefits!  Los Angeles County offers one of the strongest public-sector benefits packages in the nation.   Flexible Benefit Plans - Benefits may be purchased using tax-free County contribution of an additional 14.5%-17% of the employee's monthly salary.    Robust Retirement Packages - Contributory-defined benefit plan; optional tax-deferred income plans that may include a County matching contribution up to 4% of employee's salary.    Generous Maternity and Family Leave Benefits    Flexible Schedules (4/40 workweeks - where appropriate, Telework - where appropriate)    Rideshare, Parking, and Transit Benefits    13 paid holidays per year      Who We Are:    The Internal Services Department (ISD) plays a major role in supporting all County of Los Angeles departments and commissions. With an annual budget of over  $885 M and  2,162  budgeted positions along with over 5,120 contracted workers of varying professions in facilities management, information technology, environmental, administrative, purchasing, and contracting, ISD is the County's trusted partner and provider of choice.   Essential Job Functions   What you will perform:    Serves as a technical expert/consultant to the department, other County departments, and external stakeholders on issues/areas.  Provides expertise, leadership, and technical training to team members and other stakeholders.  Plans, develops, implements, and supports information technology projects and programs in the department as well as development, infrastructure, and hardware/software migration projects and system architecture planning.  Develops and provides recommendations to improve existing information technology processes.  Develops, administers, and evaluates internal and external contracts.  Monitors contract activities.  Prepares and disseminates a variety of technical documents.  Collaborates with public and private sector agencies, and community-based organizations on programs that promote digital equity.  Coordinates outreach efforts to constituents in underserved communities on digital literacy, broadband access, and computer/technology resources.  Requirements   Requirements to Qualify   Two years of information systems experience, within the last three years, at the level of Los Angeles County's classes of Telecommunications Systems Consulting Engineer, Supervising Telecommunications Systems Engineer, Principal Application Developer, Principal Operating Systems Analyst, Principal Network Systems Administrator, Principal Information Systems Analyst, Senior Telecommunications Systems Engineer, Database Administrator or higher.   License:  A valid California Class C Driver License or the ability to utilize an alternative method of transportation when needed to carry out job-related essential functions.   Physical Expectations:   Physical Class II - Light: This class includes administrative and clerical positions requiring light physical effort that may include occasional light lifting to a 10-pound limit and some bending, stooping, or squatting. Considerable ambulation may be involved.   Additional Information    EXAMINATION CONTENT    This examination will consist of two (2) parts:     Part I:   Multiple choice and/or simulation assessments, weighted 55%, measuring:    Deductive Reasoning  Professional Potential  Generating New Ideas  Analyzing Information  Responsibility  Learning Quickly  Working to High Quality Standards  Coping with Uncertainty  Adapting to Change  Achievement   Willingness to Learn    Working Relationships    Using Time Efficiently       Applicants must meet the Requirements and achieve a passing score of 70% or higher on Part I in order to be invited to Part II of this examination.     Part II:  M ultiple-choice and/or simulation assessments weighted 45% measuring the following four (4) Professional/Technical Knowledge areas:     Project Management covering Project Communications Management, Project Cost Management, Project Human Resource Management, Project Management Characteristics, Project Management Methodologies, Project Procurement Management, Project Quality Management, Project Risk Management, Project Scope Management, Project Stakeholder Management, and Project Time Management.    Software Business Analysis covering Business Process, Diagramming and Modeling, Documentation, Joint Application Development, Methodologies and Tools, Project Development, Requirements Gathering, and System Design and User Interface.    Cyber Risk covering Knowledge of Cyber Risk Management, System and Application Security, Network Security, and Security Management.    Cloud Computing covering Knowledge of Cloud Computing Concepts, Cloud Service Models, Virtualization, and Private Clouds.       Candidates must achieve a passing score of 70% or higher on each weighted part of the examination in order to be placed on the Eligible Register.    MULTIPLE-CHOICE AND/OR SIMULATION ASSESSMENT(S) ARE NOT REVIEWABLE BY CANDIDATES PER CIVIL SERVICE RULE 7.19.    Eligibility Information:   The names of candidates receiving a passing score in the assessment will be placed on the Eligible Register in the order of their score group for a period of twelve (12) months following the date of promulgation. Passing this examination and being placed on the Eligible Register do not guarantee an offer of employment.    Vacancy Information:  The resulting Eligible Register for this examination will be used to fill vacancies in the Internal Services Department, Information Technology Service located at 9150 E. Imperial Highway, Downey, CA 90242 .    Shift:  Any   How to Apply    Applications must be field online only. We must receive your application before  5:30 p.m., (PT),   on the last day of filing. Applications submitted by U.S. Mail, Fax, or in person will not be accepted. Apply online by clicking on the green “Apply” button at the top right of this posting. You can track the status of your application using the website https://www.governmentjobs.com/careers/lacounty .   Many important notifications including invitation letters will be sent electronically to the email address provided on the application. It is important that you provide a valid email address. Please add “hvasquez@isd.lacounty.gov,” as well as noreply@governmentjobs.com, and info@governmentjobs.com to your email address and list of approved senders to prevent email notifications from being filtered as spam/junk/clutter mail.    Please make sure you put in the time and effort when filling out your application and supplemental questions completely. The acceptance of your application depends on whether you have clearly shown that you meet the Requirements to Qualify as listed on this bulletin. Provide any relevant job experience in the spaces provided so we can evaluate your qualifications for the job. For each job held, give the name and address of your employer, your job title, beginning and ending dates, number of hours worked per week, and description of work performed. If your application is incomplete, it will be rejected.  Please note that all information included in the application materials is subject to verification at any point during the examination and hiring process, including after an appointment has been made. Falsification of any information may result in disqualification or rescission of appointment. Utilizing verbiage from Class Specification and Requirements serving as your description of duties will not be sufficient to demonstrate that you meet the requirements. Doing so may result in an incomplete application and you may be disqualified.          Anti-Racism, Diversity, and Inclusion (ARDI) - The County of Los Angeles recognizes and affirms that all people are created equal and are entitled to all rights afforded by the Constitution of the United States. The Department of Human Resources is committed to promoting Anti-racism, Diversity, and Inclusion efforts to address the inequalities and disparities amongst race. We support the ARDI Strategic Plan and its goals by improving equality, diversity, and inclusion in recruitment, selection, and employment practices. (optional)       Have questions about anything listed above?     Department Contact Name:   Hugo Vasquez   Department Contact Phone:   323-881-3670   Department Contact Email: hvasquez@isd.lacounty.gov   ADA Coordinator Phone:   (323) 267-2432   Teletype Phone: (800) 899-4099    Alternate Teletype Phone:   (800) 897-0077   California Relay Services Phone: (800) 735-2922      Any language contained in the job posting supersedes any language contained below.   Your Responsibilities:  1.   Completing Your Application :   a. Before submission of the application, it is your responsibility to ensure that all information provided is correct and complete on the application. Incomplete applications cannot be accepted.   b. List each payroll title separately for each job. Do not group your experience. Specify the beginning and ending dates for each job. If you are a Los Angeles County employee and have held multiple positions, do NOT list all of your time with the County under your present payroll title.   c. Please include your Social Security Number for record control purposes. Federal law requires that all employed persons have a Social Security Number.   d. To receive credit, include required documents (e.g., copy of your diploma, transcript, certificate, or license) as directed on the job posting. International degrees in a foreign language must be translated to English and evaluated for equivalency to U.S. standards. Refer to the job posting for specific deadlines for supporting documentation.   2. Requirements on Job Posting :   a. Your application will only be accepted if it clearly shows you meet the requirements. The information you give will determine your eligibility and is subject to verification at any time.   b. You must be at least 16 years of age at the time of appointment unless other age limits are stated on the job posting. The Federal Age Discrimination in Employment Act (ADEA) of 1967, as amended, prohibits discrimination on the basis of age for any individual over age 40.   c. Experience is evaluated on the basis of a verifiable 40- hour week, unless specified otherwise. Prorated part-time experience may be acceptable.   3. Application Deadline : All job applications must be completed and submitted before the closing time on the last day of the filing period as indicated on the job posting unless other instructions are provided. Job postings with an open continuous filing period are subject to closure without prior notice. It is to your advantage to file your application early and not wait until the last allowable date and time as you will not be able to apply once the filing period has closed.   4. Change of Name or Address : To change personal information such as your name or address, log into your profile on www.governmentjobs.com and make the necessary change. This can be done at any time.   5. Equal Employment Opportunity/Non-Discrimination Policy :   a. It is the policy of the County of Los Angeles to provide equal employment opportunity for all qualified persons, regardless of race, color, religion, sex, national origin, age, sexual orientation or disability. b. If you are an individual requesting reasonable accommodation(s) in the examination process, please contact the testing accommodation coordinator listed on the job posting. The provision of accommodation may be subject to verification as allowable with State and Federal law. All accommodation-related information will remain confidential.    Disclaimer : The County of Los Angeles is not responsible or in any way liable for any computer hardware or software malfunction which may affect the employment application or the application selection process.     You assume all responsibility and risk for the use of this system and the Internet generally. This system and the information provided on it are provided on an "as is" and "as available" basis without warranties of any kind, either express or implied. No advice or information given by the County of Los Angeles or its respective employees shall modify the foregoing or create any warranty.    The County of Los Angeles expressly disclaims any warranty that the information on this system or on the Internet generally will be uninterruptible or error free or that any information, software or other material accessible from the system is free of viruses or other harmful components. You shall have no recourse against the County of Los Angeles as the system provider for any alleged or actual infringement of any proprietary rights a user may have in anything posted or retrieved on our system.    The County of Los Angeles shall not be liable for any direct, indirect, punitive, incidental, special or consequential damages arising out of or in any way connected with the use of this system or with the delay or inability to use it (or any linked sites), or for any information obtained through this system, or otherwise arising out of the use of this system, the Internet generally or on any other basis.    NOTE: Your application is submitted using Secure Encryption to ensure the privacy of all information you transmit over the Internet.    By accepting the Use Disclaimer set forth here, you agree to all of the above terms and further agree to use this Online Job Employment Application System only for the submission of bona fide employment applications to the County of Los Angeles. Any other use of this Online Job Employment Application System, including without limitation any copying, downloading, translating, decompiling, or reverse engineering of the system, data, or related software, shall be a violation of the Use Disclaimer.    Test Preparation : Study Guides and other resources are available to help candidates prepare for employment tests. An interactive system for taking practice tests may be accessed on the Department of Human Resources website at   https://hr.lacounty.gov /. Additional resources may be listed on the job posting. COUNTY OF LOS ANGELES Employment Information Any language contained in the job posting supersedes any language contained below.    Veteran’s Credit : In all open competitive examinations, a veteran’s credit of 10 percent of the total credits specified for such examinations will be added to the final passing grade of an honorably discharged veteran who served in the Armed Forces of the United States under any of the following conditions: During a declared war; -or- During the period April 28, 1952 through July 1, 1955; -or- For more than 180 consecutive days, other than for training, any part of which occurred after January 31, 1955, and before October 15, 1976; -or- During the Gulf War from August 2, 1990 through January 2, 1992; -or- For more than 180 consecutive days, other than for training, any part of which occurred during the period beginning September 11, 2001, and ending on August 31, 2010 the last day of Operation Iraqi Freedom; -or- In a campaign or expedition for which a campaign medal or expeditionary medal has been authorized and awarded. Any Armed Forces Expeditionary medal or campaign badge, including El Salvador, Lebanon, Grenada, Panama, Southwest Asia, Somalia, and Haiti qualifies for credit.     A campaign medal holder or Gulf War veteran who originally enlisted after September 7, 1980 (or began active duty on or after October 14, 1982, and has not previously completed 24 months of continuous active duty) must have served continuously for 24 months or the full period called or ordered to active duty.    This also applies to the spouse of such person who, while engaged in such service was wounded, disabled or crippled and thereby permanently prevented from engaging in any remunerative occupation, and also to the widow or widower of any such person who died or was killed while in such service. A DD214, Certificate of Discharge or Separation from Active Duty, or other official documents issued by the branch of service are required as verification of eligibility for Veterans preference. Applicants must submit the documentation for each open competitive exam to qualify for veteran’s credit. More information available at: https://www.opm.gov/policy-data-oversight/veteransservices/vet-guide-for-hr-professionals/    Accreditation Information : Accredited institutions are those listed in the publications of regional, national or international accrediting agencies which are accepted by the Department of Human Resources. Publications such as American Universities and Colleges and International Handbook of Universities are acceptable references. Also acceptable, if appropriate, are degrees that have been evaluated and deemed to be equivalent to degrees from United States accredited institutions by an academic credential evaluation agency recognized by The National Association of Credential Evaluation Services or the Association of International Credential Evaluators, Inc. (AICE). More information available at:   http://file.lacounty.gov/SDSInter/dhr/070812_PPG123.pdf (Download PDF reader) and http://file.lacounty.gov/SDSInter/dhr/205105_PPG_123_AC E_Resource_Guide.pdf    Background Check : The County of Los Angeles is a Fair Chance employer. Except for a very limited number of positions, you will not be asked to provide information about a conviction history unless you receive a contingent offer of employment. The County will make an individualized assessment of whether your conviction history has a direct or adverse relationship with the specific duties of the job, and consider potential mitigating factors, including, but not limited to, evidence and extent of rehabilitation, recency of the offense(s), and age at the time of the offense(s). I   f asked to provide information about a conviction history, any convictions or court records which are exempted by a valid court order do not have to be disclosed.    Career Planning  : Resources to help current and prospective employees plan a career with Los Angeles County are available. To explore career paths to and from nearly all job titles, please visit our interactive Career PathFinder application at https://career-pathfinder.hr.lacounty.gov/#/ .    Benefit Information : Depending on the position, the successful candidate will enroll in a contributory defined benefit pension plan if the candidate is a “new member” of the County’s defined benefit plan (LACERA) on or after January 1, 2013 (first employed by the County on or after December 1, 2012) - unless she or he established reciprocity with another public retirement system in which she or he was a member before January 1, 2013. It should be noted that County employees do not pay into Social Security, but do pay the Medical Hospital Insurance Tax portion of Social Security at a rate of 1.45%. The Los Angeles County Employees Retirement Association (LACERA) has reciprocal agreements with several public retirement systems in California.     Americans with Disabilities Act of 1990  : All positions are open to qualified men and women. Pursuant to the Americans with Disabilities Act of 1990, persons with disabilities who believe they need reasonable accommodation, or help in order to apply for a position, may contact the ADA/Personnel Services for Disabled Persons Coordinator. Hearing impaired applicants with telephone teletype equipment may leave messages by calling the teletype phone number on the job posting. The County will attempt to meet reasonable accommodation requests whenever possible.    Equal Employment Opportunity : It is the policy of the County of Los Angeles to provide equal employment opportunity for all qualified persons, regardless of race, religion, sex, national origin, age, sexual orientation, or disability or any other characteristic protected by State or Federal law. All positions are open to qualified men and women pursuant to the Americans with Disabilities Act of 1990 and the California Fair Employment and Housing Act. The County will comply with all of its obligations under State and Federal laws regarding the provision of reasonable accommodations to applicants. COUNTY OF LOS ANGELES Employment Information Any language contained in the job posting supersedes any language contained below.     Los Angeles County Child Support Compliance Program  : In an effort to improve compliance with courtordered child, family and spousal support obligations, certain employment and identification information (i.e., name, address, Social Security number and date of hire) is regularly reported to the State Directory of New Hires which may assist in locating persons who owe these obligations. Family Code Section 17512 permits under certain circumstances for additional employment and identifying information to be requested. Applicants will not be disqualified from employment based on this information.    Social Security Act of 2004 : Section 419 (c) of Public Law 108-203, the Social Security Protection Act of 2004, requires State and local government employers to disclose the effect of the Windfall Elimination Provision and the Government Pension Offset Provision to employees hired on or after January 1, 2005, in jobs not covered by Social Security. The County of Los Angeles does not participate in the Social Security System. All newly hired County of Los Angeles employees must sign a statement (Form SSA1945) prior to the start of employment indicating that they are aware of a possible reduction in their future Social Security benefit entitlement. For more information on Social Security and about each provision, you may visit the website   www.socialsecurity.gov , or call toll free 1-800-772- 1213. Persons who are deaf or hard of hearing may call the TTY number 1-800-325-0778 or contact a local Social Security office.    Employment Eligibility Information : Final appointment is contingent upon verification of U.S. citizenship or the right to work in the United States. Immigration law provides that all persons hired after November 6, 1986, are required to present original documents to the County, within three (3) business days of hiring, which show satisfactory proof of 1) identity and 2) U.S. employment eligibility.     The California Fair Employment and Housing Act  (Part 2.8 commencing with Section 12900 of Division 3 of Title 2 of the Government Code) and the Regulations of the Fair Employment and Housing Commission (California Code of Regulations, Title 2, Division 4, Sections 7285.0 through 8504) prohibits employment discrimination based on race or color; religion; national origin or ancestry, physical disability; mental disability or medical condition; marital status; sex or sexual orientation; age, with respect to persons over the age of 40; and pregnancy, childbirth, or related medical conditions.    COVID-19 VACCINATION : Some County workforce members may be required to be fully vaccinated against COVID-19. Successful candidates for those positions/classifications may be required to submit proof of vaccination against COVID-19 or request an exemption for qualifying medical or religious reasons during the onboarding process. Candidates should not present proof of vaccination until instructed to do so by the hiring department.    For detailed information, please click  here 
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        Position/Program Information   When to Submit Your Application:    The application filing period will begin on Monday, December 11, 2023, at 7:00 a.m. (PT). T his recruitment will remain open until the needs of the service are met.    Reposting Information:  This announcement is a repost to update information in the following section:  Essential Job Functions        Type of Recruitment:    Open Competitive Job Opportunity   No with-hold or out-of-class experience will be accepted.    Check Out Our Outstanding Benefits!  Los Angeles County offers one of the strongest public-sector benefits packages in the nation.   Flexible Benefit Plans - Benefits may be purchased using tax-free County contribution of an additional 14.5%-17% of the employee's monthly salary.    Robust Retirement Packages - Contributory-defined benefit plan; optional tax-deferred income plans that may include a County matching contribution up to 4% of employee's salary.    Generous Maternity and Family Leave Benefits    Flexible Schedules (4/40 workweeks - where appropriate, Telework - where appropriate)    Rideshare, Parking, and Transit Benefits    13 paid holidays per year      Who We Are:    The Internal Services Department (ISD) plays a major role in supporting all County of Los Angeles departments and commissions. With an annual budget of over  $885 M and  2,162  budgeted positions along with over 5,120 contracted workers of varying professions in facilities management, information technology, environmental, administrative, purchasing, and contracting, ISD is the County's trusted partner and provider of choice.   Essential Job Functions   What you will perform:    Serves as a technical expert/consultant to the department, other County departments, and external stakeholders on issues/areas.  Provides expertise, leadership, and technical training to team members and other stakeholders.  Plans, develops, implements, and supports information technology projects and programs in the department as well as development, infrastructure, and hardware/software migration projects and system architecture planning.  Develops and provides recommendations to improve existing information technology processes.  Develops, administers, and evaluates internal and external contracts.  Monitors contract activities.  Prepares and disseminates a variety of technical documents.  Collaborates with public and private sector agencies, and community-based organizations on programs that promote digital equity.  Coordinates outreach efforts to constituents in underserved communities on digital literacy, broadband access, and computer/technology resources.  Requirements   Requirements to Qualify   Two years of information systems experience, within the last three years, at the level of Los Angeles County's classes of Telecommunications Systems Consulting Engineer, Supervising Telecommunications Systems Engineer, Principal Application Developer, Principal Operating Systems Analyst, Principal Network Systems Administrator, Principal Information Systems Analyst, Senior Telecommunications Systems Engineer, Database Administrator or higher.   License:  A valid California Class C Driver License or the ability to utilize an alternative method of transportation when needed to carry out job-related essential functions.   Physical Expectations:   Physical Class II - Light: This class includes administrative and clerical positions requiring light physical effort that may include occasional light lifting to a 10-pound limit and some bending, stooping, or squatting. Considerable ambulation may be involved.   Additional Information    EXAMINATION CONTENT    This examination will consist of two (2) parts:     Part I:   Multiple choice and/or simulation assessments, weighted 55%, measuring:    Deductive Reasoning  Professional Potential  Generating New Ideas  Analyzing Information  Responsibility  Learning Quickly  Working to High Quality Standards  Coping with Uncertainty  Adapting to Change  Achievement   Willingness to Learn    Working Relationships    Using Time Efficiently       Applicants must meet the Requirements and achieve a passing score of 70% or higher on Part I in order to be invited to Part II of this examination.     Part II:  M ultiple-choice and/or simulation assessments weighted 45% measuring the following four (4) Professional/Technical Knowledge areas:     Project Management covering Project Communications Management, Project Cost Management, Project Human Resource Management, Project Management Characteristics, Project Management Methodologies, Project Procurement Management, Project Quality Management, Project Risk Management, Project Scope Management, Project Stakeholder Management, and Project Time Management.    Software Business Analysis covering Business Process, Diagramming and Modeling, Documentation, Joint Application Development, Methodologies and Tools, Project Development, Requirements Gathering, and System Design and User Interface.    Cyber Risk covering Knowledge of Cyber Risk Management, System and Application Security, Network Security, and Security Management.    Cloud Computing covering Knowledge of Cloud Computing Concepts, Cloud Service Models, Virtualization, and Private Clouds.       Candidates must achieve a passing score of 70% or higher on each weighted part of the examination in order to be placed on the Eligible Register.    MULTIPLE-CHOICE AND/OR SIMULATION ASSESSMENT(S) ARE NOT REVIEWABLE BY CANDIDATES PER CIVIL SERVICE RULE 7.19.    Eligibility Information:   The names of candidates receiving a passing score in the assessment will be placed on the Eligible Register in the order of their score group for a period of twelve (12) months following the date of promulgation. Passing this examination and being placed on the Eligible Register do not guarantee an offer of employment.    Vacancy Information:  The resulting Eligible Register for this examination will be used to fill vacancies in the Internal Services Department, Information Technology Service located at 9150 E. Imperial Highway, Downey, CA 90242 .    Shift:  Any   How to Apply    Applications must be field online only. We must receive your application before  5:30 p.m., (PT),   on the last day of filing. Applications submitted by U.S. Mail, Fax, or in person will not be accepted. Apply online by clicking on the green “Apply” button at the top right of this posting. You can track the status of your application using the website https://www.governmentjobs.com/careers/lacounty .   Many important notifications including invitation letters will be sent electronically to the email address provided on the application. It is important that you provide a valid email address. Please add “hvasquez@isd.lacounty.gov,” as well as noreply@governmentjobs.com, and info@governmentjobs.com to your email address and list of approved senders to prevent email notifications from being filtered as spam/junk/clutter mail.    Please make sure you put in the time and effort when filling out your application and supplemental questions completely. The acceptance of your application depends on whether you have clearly shown that you meet the Requirements to Qualify as listed on this bulletin. Provide any relevant job experience in the spaces provided so we can evaluate your qualifications for the job. For each job held, give the name and address of your employer, your job title, beginning and ending dates, number of hours worked per week, and description of work performed. If your application is incomplete, it will be rejected.  Please note that all information included in the application materials is subject to verification at any point during the examination and hiring process, including after an appointment has been made. Falsification of any information may result in disqualification or rescission of appointment. Utilizing verbiage from Class Specification and Requirements serving as your description of duties will not be sufficient to demonstrate that you meet the requirements. Doing so may result in an incomplete application and you may be disqualified.          Anti-Racism, Diversity, and Inclusion (ARDI) - The County of Los Angeles recognizes and affirms that all people are created equal and are entitled to all rights afforded by the Constitution of the United States. The Department of Human Resources is committed to promoting Anti-racism, Diversity, and Inclusion efforts to address the inequalities and disparities amongst race. We support the ARDI Strategic Plan and its goals by improving equality, diversity, and inclusion in recruitment, selection, and employment practices. (optional)       Have questions about anything listed above?     Department Contact Name:   Hugo Vasquez   Department Contact Phone:   323-881-3670   Department Contact Email: hvasquez@isd.lacounty.gov   ADA Coordinator Phone:   (323) 267-2432   Teletype Phone: (800) 899-4099    Alternate Teletype Phone:   (800) 897-0077   California Relay Services Phone: (800) 735-2922      Any language contained in the job posting supersedes any language contained below.   Your Responsibilities:  1.   Completing Your Application :   a. Before submission of the application, it is your responsibility to ensure that all information provided is correct and complete on the application. Incomplete applications cannot be accepted.   b. List each payroll title separately for each job. Do not group your experience. Specify the beginning and ending dates for each job. If you are a Los Angeles County employee and have held multiple positions, do NOT list all of your time with the County under your present payroll title.   c. Please include your Social Security Number for record control purposes. Federal law requires that all employed persons have a Social Security Number.   d. To receive credit, include required documents (e.g., copy of your diploma, transcript, certificate, or license) as directed on the job posting. International degrees in a foreign language must be translated to English and evaluated for equivalency to U.S. standards. Refer to the job posting for specific deadlines for supporting documentation.   2. Requirements on Job Posting :   a. Your application will only be accepted if it clearly shows you meet the requirements. The information you give will determine your eligibility and is subject to verification at any time.   b. You must be at least 16 years of age at the time of appointment unless other age limits are stated on the job posting. The Federal Age Discrimination in Employment Act (ADEA) of 1967, as amended, prohibits discrimination on the basis of age for any individual over age 40.   c. Experience is evaluated on the basis of a verifiable 40- hour week, unless specified otherwise. Prorated part-time experience may be acceptable.   3. Application Deadline : All job applications must be completed and submitted before the closing time on the last day of the filing period as indicated on the job posting unless other instructions are provided. Job postings with an open continuous filing period are subject to closure without prior notice. It is to your advantage to file your application early and not wait until the last allowable date and time as you will not be able to apply once the filing period has closed.   4. Change of Name or Address : To change personal information such as your name or address, log into your profile on www.governmentjobs.com and make the necessary change. This can be done at any time.   5. Equal Employment Opportunity/Non-Discrimination Policy :   a. It is the policy of the County of Los Angeles to provide equal employment opportunity for all qualified persons, regardless of race, color, religion, sex, national origin, age, sexual orientation or disability. b. If you are an individual requesting reasonable accommodation(s) in the examination process, please contact the testing accommodation coordinator listed on the job posting. The provision of accommodation may be subject to verification as allowable with State and Federal law. All accommodation-related information will remain confidential.    Disclaimer : The County of Los Angeles is not responsible or in any way liable for any computer hardware or software malfunction which may affect the employment application or the application selection process.     You assume all responsibility and risk for the use of this system and the Internet generally. This system and the information provided on it are provided on an "as is" and "as available" basis without warranties of any kind, either express or implied. No advice or information given by the County of Los Angeles or its respective employees shall modify the foregoing or create any warranty.    The County of Los Angeles expressly disclaims any warranty that the information on this system or on the Internet generally will be uninterruptible or error free or that any information, software or other material accessible from the system is free of viruses or other harmful components. You shall have no recourse against the County of Los Angeles as the system provider for any alleged or actual infringement of any proprietary rights a user may have in anything posted or retrieved on our system.    The County of Los Angeles shall not be liable for any direct, indirect, punitive, incidental, special or consequential damages arising out of or in any way connected with the use of this system or with the delay or inability to use it (or any linked sites), or for any information obtained through this system, or otherwise arising out of the use of this system, the Internet generally or on any other basis.    NOTE: Your application is submitted using Secure Encryption to ensure the privacy of all information you transmit over the Internet.    By accepting the Use Disclaimer set forth here, you agree to all of the above terms and further agree to use this Online Job Employment Application System only for the submission of bona fide employment applications to the County of Los Angeles. Any other use of this Online Job Employment Application System, including without limitation any copying, downloading, translating, decompiling, or reverse engineering of the system, data, or related software, shall be a violation of the Use Disclaimer.    Test Preparation : Study Guides and other resources are available to help candidates prepare for employment tests. An interactive system for taking practice tests may be accessed on the Department of Human Resources website at   https://hr.lacounty.gov /. Additional resources may be listed on the job posting. COUNTY OF LOS ANGELES Employment Information Any language contained in the job posting supersedes any language contained below.    Veteran’s Credit : In all open competitive examinations, a veteran’s credit of 10 percent of the total credits specified for such examinations will be added to the final passing grade of an honorably discharged veteran who served in the Armed Forces of the United States under any of the following conditions: During a declared war; -or- During the period April 28, 1952 through July 1, 1955; -or- For more than 180 consecutive days, other than for training, any part of which occurred after January 31, 1955, and before October 15, 1976; -or- During the Gulf War from August 2, 1990 through January 2, 1992; -or- For more than 180 consecutive days, other than for training, any part of which occurred during the period beginning September 11, 2001, and ending on August 31, 2010 the last day of Operation Iraqi Freedom; -or- In a campaign or expedition for which a campaign medal or expeditionary medal has been authorized and awarded. Any Armed Forces Expeditionary medal or campaign badge, including El Salvador, Lebanon, Grenada, Panama, Southwest Asia, Somalia, and Haiti qualifies for credit.     A campaign medal holder or Gulf War veteran who originally enlisted after September 7, 1980 (or began active duty on or after October 14, 1982, and has not previously completed 24 months of continuous active duty) must have served continuously for 24 months or the full period called or ordered to active duty.    This also applies to the spouse of such person who, while engaged in such service was wounded, disabled or crippled and thereby permanently prevented from engaging in any remunerative occupation, and also to the widow or widower of any such person who died or was killed while in such service. A DD214, Certificate of Discharge or Separation from Active Duty, or other official documents issued by the branch of service are required as verification of eligibility for Veterans preference. Applicants must submit the documentation for each open competitive exam to qualify for veteran’s credit. More information available at: https://www.opm.gov/policy-data-oversight/veteransservices/vet-guide-for-hr-professionals/    Accreditation Information : Accredited institutions are those listed in the publications of regional, national or international accrediting agencies which are accepted by the Department of Human Resources. Publications such as American Universities and Colleges and International Handbook of Universities are acceptable references. Also acceptable, if appropriate, are degrees that have been evaluated and deemed to be equivalent to degrees from United States accredited institutions by an academic credential evaluation agency recognized by The National Association of Credential Evaluation Services or the Association of International Credential Evaluators, Inc. (AICE). More information available at:   http://file.lacounty.gov/SDSInter/dhr/070812_PPG123.pdf (Download PDF reader) and http://file.lacounty.gov/SDSInter/dhr/205105_PPG_123_AC E_Resource_Guide.pdf    Background Check : The County of Los Angeles is a Fair Chance employer. Except for a very limited number of positions, you will not be asked to provide information about a conviction history unless you receive a contingent offer of employment. The County will make an individualized assessment of whether your conviction history has a direct or adverse relationship with the specific duties of the job, and consider potential mitigating factors, including, but not limited to, evidence and extent of rehabilitation, recency of the offense(s), and age at the time of the offense(s). I   f asked to provide information about a conviction history, any convictions or court records which are exempted by a valid court order do not have to be disclosed.    Career Planning  : Resources to help current and prospective employees plan a career with Los Angeles County are available. To explore career paths to and from nearly all job titles, please visit our interactive Career PathFinder application at https://career-pathfinder.hr.lacounty.gov/#/ .    Benefit Information : Depending on the position, the successful candidate will enroll in a contributory defined benefit pension plan if the candidate is a “new member” of the County’s defined benefit plan (LACERA) on or after January 1, 2013 (first employed by the County on or after December 1, 2012) - unless she or he established reciprocity with another public retirement system in which she or he was a member before January 1, 2013. It should be noted that County employees do not pay into Social Security, but do pay the Medical Hospital Insurance Tax portion of Social Security at a rate of 1.45%. The Los Angeles County Employees Retirement Association (LACERA) has reciprocal agreements with several public retirement systems in California.     Americans with Disabilities Act of 1990  : All positions are open to qualified men and women. Pursuant to the Americans with Disabilities Act of 1990, persons with disabilities who believe they need reasonable accommodation, or help in order to apply for a position, may contact the ADA/Personnel Services for Disabled Persons Coordinator. Hearing impaired applicants with telephone teletype equipment may leave messages by calling the teletype phone number on the job posting. The County will attempt to meet reasonable accommodation requests whenever possible.    Equal Employment Opportunity : It is the policy of the County of Los Angeles to provide equal employment opportunity for all qualified persons, regardless of race, religion, sex, national origin, age, sexual orientation, or disability or any other characteristic protected by State or Federal law. All positions are open to qualified men and women pursuant to the Americans with Disabilities Act of 1990 and the California Fair Employment and Housing Act. The County will comply with all of its obligations under State and Federal laws regarding the provision of reasonable accommodations to applicants. COUNTY OF LOS ANGELES Employment Information Any language contained in the job posting supersedes any language contained below.     Los Angeles County Child Support Compliance Program  : In an effort to improve compliance with courtordered child, family and spousal support obligations, certain employment and identification information (i.e., name, address, Social Security number and date of hire) is regularly reported to the State Directory of New Hires which may assist in locating persons who owe these obligations. Family Code Section 17512 permits under certain circumstances for additional employment and identifying information to be requested. Applicants will not be disqualified from employment based on this information.    Social Security Act of 2004 : Section 419 (c) of Public Law 108-203, the Social Security Protection Act of 2004, requires State and local government employers to disclose the effect of the Windfall Elimination Provision and the Government Pension Offset Provision to employees hired on or after January 1, 2005, in jobs not covered by Social Security. The County of Los Angeles does not participate in the Social Security System. All newly hired County of Los Angeles employees must sign a statement (Form SSA1945) prior to the start of employment indicating that they are aware of a possible reduction in their future Social Security benefit entitlement. For more information on Social Security and about each provision, you may visit the website   www.socialsecurity.gov , or call toll free 1-800-772- 1213. Persons who are deaf or hard of hearing may call the TTY number 1-800-325-0778 or contact a local Social Security office.    Employment Eligibility Information : Final appointment is contingent upon verification of U.S. citizenship or the right to work in the United States. Immigration law provides that all persons hired after November 6, 1986, are required to present original documents to the County, within three (3) business days of hiring, which show satisfactory proof of 1) identity and 2) U.S. employment eligibility.     The California Fair Employment and Housing Act  (Part 2.8 commencing with Section 12900 of Division 3 of Title 2 of the Government Code) and the Regulations of the Fair Employment and Housing Commission (California Code of Regulations, Title 2, Division 4, Sections 7285.0 through 8504) prohibits employment discrimination based on race or color; religion; national origin or ancestry, physical disability; mental disability or medical condition; marital status; sex or sexual orientation; age, with respect to persons over the age of 40; and pregnancy, childbirth, or related medical conditions.    COVID-19 VACCINATION : Some County workforce members may be required to be fully vaccinated against COVID-19. Successful candidates for those positions/classifications may be required to submit proof of vaccination against COVID-19 or request an exemption for qualifying medical or religious reasons during the onboarding process. Candidates should not present proof of vaccination until instructed to do so by the hiring department.    For detailed information, please click  here 
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             Position Summary    Under the general supervision of the School Director, the Equipment Technician will perform preventive maintenance, repair, assembly or fabrication, and installation of the School’s equipment in specialized facilities that support creative practice in ceramics, furniture design and woodworking, jewelry and metalwork, book arts and printmaking, drawing, painting, sculpture, photography, graphic design, interior architecture, and multimedia. The Equipment Technician will collaborate with members of the School on the proper use of tools, equipment, and materials; inventory, order, pick-up, and stock supplies and equipment parts; and maintain a safe and healthy working and learning environment.   The Equipment Technician will serve as the School of Art and Design’s safety monitor and Environmental Health and Safety (EH&S) liaison. These roles entail oversight of the School’s safety forms, information gathering for Environmental Health & Safety (EH&S) compliance reports, and support of faculty and staff to develop and enforce safety procedures. The Equipment Technician will cooperate with EH&S regarding general safety practices, such as procedures for hazardous waste disposal and chemical spill treatment.   The Equipment Technician will support the School’s growth in the use of 3D modeling (CAD) and digital fabrication (CNC/CAM). In addition, the incumbent will train and supervise student workers on general repair and maintenance projects and inventory management.   This is a full-time (1.0 time-base), benefits eligible, permanent/probationary position. This position is designated non-exempt under FLSA and is eligible for overtime compensation. Standard SDSU work hours are Monday - Friday, 8:00 a.m. to 4:30 p.m., but may vary based on operational needs.   The individual hired into this role will work on campus at SDSU in San Diego.    Department Summary    The School of Art and Design in the College of Professional Studies and Fine Arts is a creative learning community in which students develop their practice as artists, designers, and art historians who work in and across media while enhancing their visual, material, and conceptual thinking. Located on the Pacific Rim and at the border with Mexico, the School is dedicated to the integration of art, design, and community building in alignment with the School’s commitments to social / environmental justice and innovative entrepreneurship. Through both discipline-specific and multidisciplinary approaches to teaching and learning, we support students to innovate solutions, express ideas, imagine possibilities, and interpret the world through historical, cultural, and global contexts.   The School of Art and Design believes representation matters. Through our Diversity, Equity and Inclusion Program, led by a collaborative team of students, faculty, and staff, we endeavor to create a safe, inclusive, and diverse academic and creative environment where students of all cultures, races, genders, religions, and sexual orientations can learn and create. We work to promote diverse communities and new cultural experiences that inspire students to break down barriers and transform lives, and with our guidance and support, help them navigate academic, personal, and professional success to emerge as dynamic artists and designers of tomorrow.   In addition to sixteen tenured/tenure track faculty members, the School employs approximately 70 lecturers and graduate teaching associates to serve over 1,100 majors and 20 graduate students. The Director leads the School with the support of eight full-time staff positions and one part-time Programs and Financial Coordinator. The full-time positions include two Equipment Technicians, one Administrative Analyst/Specialist, three Administrative Support Coordinator II positions, one Instructional Support Technician, and one Information Technology Consultant.   For more information regarding the College of Professional Studies and Fine Arts, click here .    Education and Experience    Equivalent to one year of journey-level or skilled experience in the maintenance, repair and operation of scientific or technical equipment in the specialty area to which assigned such as mechanical, electromechanical, electronics or in the specialized category requiring construction and fabrication skills and some precision work, trade or craft skills working with a variety of unique materials, or specialized knowledge and skill related to unusual equipment.     OR    Equivalent to two years of semi-skilled experience maintaining and repairing scientific or technical equipment or related equipment experience as part of instructional support activities may be substituted for the required experience.     OR    Equivalent to two years of trade school or technical arts training with specialization in the type of equipment repair to which assigned, completion of an apprenticeship program, or completion of a full military specialization in the required type of equipment maintenance and repair may be substituted for the required experience.    Key Qualifications      Experience troubleshooting and performing basic repairs on equipment and tools.   Experience working with 3D modeling printers and Computer Numerical Control (CNC/Computer-aided (CAM) manufacturing systems.      Licenses/Certifications Required      California Driver’s License or the ability to obtain one within 10 days of hire.   Personnel lift and forklift (training will be provided).      Compensation and Benefits     Starting salary upon appointment is not expected to exceed   $4,442 per month  .     Salary placement is determined by the education, experience, and qualifications the candidate brings to the position, internal equity, and the hiring department’s fiscal resources.   San Diego State University offers a rich benefits package that constitutes a major portion of total compensation. For more information regarding SDSU benefits, please click here .   CSU Classification Salary Range: $3,658 - $6,620 per month.     Diversity and Community at SDSU    At SDSU, our diversity gives us power and benefits every single member of our community.    Through our commitment to equity and inclusion, we encourage all members of our community to purposefully learn from one another through open and respectful dialogue and responsible engagement. For more information, click here .    Principles of Community    At San Diego State University, we are a community of diverse individuals who have and represent many perspectives, beliefs and identities. This diversity lends our community strength, and we commit to creating and sustaining an inclusive and intellectually vibrant environment that benefits all members of our university.    SDSU’s Principles of Community is an aspirational statement that is intended to evolve over time. The statement reflects the ideals we are encouraged to uphold in our interactions with one another.     Supplemental Information    Initial review of the required application materials, including cover letters and resumes, will begin on March 8, 2024. To receive full consideration, apply by March 7, 2024. The position will remain open until filled.   The person holding this position is considered a ‘mandated reporter’ under the California Child Abuse and Neglect Reporting Act and is required to comply with the requirements set forth in CSU Executive Order 1083 as a condition of employment.    San Diego State University is not a sponsoring agency for staff or management positions (e.g., H-1B visa). Applicants must currently be authorized to work in the United States on a full-time basis. Offers of employment are contingent upon the presentation of documents that demonstrate a person's identity and authorization to work in the United States, which are consistent with the provisions of the Immigration Reform and Control Act.    A background check (including a criminal records check) must be completed satisfactorily and is required for employment. SDSU will make a conditional offer of employment, which may be rescinded if the background check reveals disqualifying information, and/or it is discovered that the candidate knowingly withheld or falsified information. Failure to satisfactorily complete the background check may affect the continued employment of a current SDSU employee who was conditionally offered the position.   SDSU is a smoke-free campus. For more information, please click here .   SDSU is an Equal Opportunity Employer that considers all qualified candidates for employment and does not discriminate on the basis of race, religion, color, ancestry, age, disability, genetic information, gender, gender identity, gender expression, marital status, medical condition, national origin, sex, sexual orientation, covered military and veteran status, or any other protected characteristic or status. Reasonable accommodations will be provided for qualified applicants with disabilities who request an accommodation by contacting Tina Deesen at tdeesen@sdsu.edu .  Advertised: Feb 23 2024 Pacific Standard Time  Applications close:  Closing Date/Time:
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         Position Summary    Under the general supervision of the School Director, the Equipment Technician will perform preventive maintenance, repair, assembly or fabrication, and installation of the School’s equipment in specialized facilities that support creative practice in ceramics, furniture design and woodworking, jewelry and metalwork, book arts and printmaking, drawing, painting, sculpture, photography, graphic design, interior architecture, and multimedia. The Equipment Technician will collaborate with members of the School on the proper use of tools, equipment, and materials; inventory, order, pick-up, and stock supplies and equipment parts; and maintain a safe and healthy working and learning environment.   The Equipment Technician will serve as the School of Art and Design’s safety monitor and Environmental Health and Safety (EH&S) liaison. These roles entail oversight of the School’s safety forms, information gathering for Environmental Health & Safety (EH&S) compliance reports, and support of faculty and staff to develop and enforce safety procedures. The Equipment Technician will cooperate with EH&S regarding general safety practices, such as procedures for hazardous waste disposal and chemical spill treatment.   The Equipment Technician will support the School’s growth in the use of 3D modeling (CAD) and digital fabrication (CNC/CAM). In addition, the incumbent will train and supervise student workers on general repair and maintenance projects and inventory management.   This is a full-time (1.0 time-base), benefits eligible, permanent/probationary position. This position is designated non-exempt under FLSA and is eligible for overtime compensation. Standard SDSU work hours are Monday - Friday, 8:00 a.m. to 4:30 p.m., but may vary based on operational needs.   The individual hired into this role will work on campus at SDSU in San Diego.    Department Summary    The School of Art and Design in the College of Professional Studies and Fine Arts is a creative learning community in which students develop their practice as artists, designers, and art historians who work in and across media while enhancing their visual, material, and conceptual thinking. Located on the Pacific Rim and at the border with Mexico, the School is dedicated to the integration of art, design, and community building in alignment with the School’s commitments to social / environmental justice and innovative entrepreneurship. Through both discipline-specific and multidisciplinary approaches to teaching and learning, we support students to innovate solutions, express ideas, imagine possibilities, and interpret the world through historical, cultural, and global contexts.   The School of Art and Design believes representation matters. Through our Diversity, Equity and Inclusion Program, led by a collaborative team of students, faculty, and staff, we endeavor to create a safe, inclusive, and diverse academic and creative environment where students of all cultures, races, genders, religions, and sexual orientations can learn and create. We work to promote diverse communities and new cultural experiences that inspire students to break down barriers and transform lives, and with our guidance and support, help them navigate academic, personal, and professional success to emerge as dynamic artists and designers of tomorrow.   In addition to sixteen tenured/tenure track faculty members, the School employs approximately 70 lecturers and graduate teaching associates to serve over 1,100 majors and 20 graduate students. The Director leads the School with the support of eight full-time staff positions and one part-time Programs and Financial Coordinator. The full-time positions include two Equipment Technicians, one Administrative Analyst/Specialist, three Administrative Support Coordinator II positions, one Instructional Support Technician, and one Information Technology Consultant.   For more information regarding the College of Professional Studies and Fine Arts, click here .    Education and Experience    Equivalent to one year of journey-level or skilled experience in the maintenance, repair and operation of scientific or technical equipment in the specialty area to which assigned such as mechanical, electromechanical, electronics or in the specialized category requiring construction and fabrication skills and some precision work, trade or craft skills working with a variety of unique materials, or specialized knowledge and skill related to unusual equipment.     OR    Equivalent to two years of semi-skilled experience maintaining and repairing scientific or technical equipment or related equipment experience as part of instructional support activities may be substituted for the required experience.     OR    Equivalent to two years of trade school or technical arts training with specialization in the type of equipment repair to which assigned, completion of an apprenticeship program, or completion of a full military specialization in the required type of equipment maintenance and repair may be substituted for the required experience.    Key Qualifications      Experience troubleshooting and performing basic repairs on equipment and tools.   Experience working with 3D modeling printers and Computer Numerical Control (CNC/Computer-aided (CAM) manufacturing systems.      Licenses/Certifications Required      California Driver’s License or the ability to obtain one within 10 days of hire.   Personnel lift and forklift (training will be provided).      Compensation and Benefits     Starting salary upon appointment is not expected to exceed   $4,442 per month  .     Salary placement is determined by the education, experience, and qualifications the candidate brings to the position, internal equity, and the hiring department’s fiscal resources.   San Diego State University offers a rich benefits package that constitutes a major portion of total compensation. For more information regarding SDSU benefits, please click here .   CSU Classification Salary Range: $3,658 - $6,620 per month.     Diversity and Community at SDSU    At SDSU, our diversity gives us power and benefits every single member of our community.    Through our commitment to equity and inclusion, we encourage all members of our community to purposefully learn from one another through open and respectful dialogue and responsible engagement. For more information, click here .    Principles of Community    At San Diego State University, we are a community of diverse individuals who have and represent many perspectives, beliefs and identities. This diversity lends our community strength, and we commit to creating and sustaining an inclusive and intellectually vibrant environment that benefits all members of our university.    SDSU’s Principles of Community is an aspirational statement that is intended to evolve over time. The statement reflects the ideals we are encouraged to uphold in our interactions with one another.     Supplemental Information    Initial review of the required application materials, including cover letters and resumes, will begin on March 8, 2024. To receive full consideration, apply by March 7, 2024. The position will remain open until filled.   The person holding this position is considered a ‘mandated reporter’ under the California Child Abuse and Neglect Reporting Act and is required to comply with the requirements set forth in CSU Executive Order 1083 as a condition of employment.    San Diego State University is not a sponsoring agency for staff or management positions (e.g., H-1B visa). Applicants must currently be authorized to work in the United States on a full-time basis. Offers of employment are contingent upon the presentation of documents that demonstrate a person's identity and authorization to work in the United States, which are consistent with the provisions of the Immigration Reform and Control Act.    A background check (including a criminal records check) must be completed satisfactorily and is required for employment. SDSU will make a conditional offer of employment, which may be rescinded if the background check reveals disqualifying information, and/or it is discovered that the candidate knowingly withheld or falsified information. Failure to satisfactorily complete the background check may affect the continued employment of a current SDSU employee who was conditionally offered the position.   SDSU is a smoke-free campus. For more information, please click here .   SDSU is an Equal Opportunity Employer that considers all qualified candidates for employment and does not discriminate on the basis of race, religion, color, ancestry, age, disability, genetic information, gender, gender identity, gender expression, marital status, medical condition, national origin, sex, sexual orientation, covered military and veteran status, or any other protected characteristic or status. Reasonable accommodations will be provided for qualified applicants with disabilities who request an accommodation by contacting Tina Deesen at tdeesen@sdsu.edu .  Advertised: Feb 23 2024 Pacific Standard Time  Applications close:  Closing Date/Time:
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            Position/Program Information   EXAM NUMBER:    PH5772E   TYPE OF RECRUITMENT:   Open Competitive Job Opportunity   FIRST DAY OF    FILING   :   Thursday, February 22, 2024 at 8:30 a.m., Pacific Time (PT)    This examination will remain open until the needs of the service are met and is subject to closure without prior notice.        DEFINITION:   Conducts inspections, investigations, and tests to detect and control radiation hazards arising from the use of X-ray equipment, and ensures compliance with State, Federal, and County laws and regulations.    CLASSIFICATION STANDARDS:     Positions allocable to this class work under the technical and administrative supervision of a Principal Radiation Protection Specialist or the Head, Radiation Control in the Environmental Health Division of the Department of Public Health. Positions are responsible for the performance of routine assignments such as X-ray compliance inspections, accident and complaint investigations, and surveys. In addition, Radiation Protection Specialists prepare and disseminate information on radiation safety principles, regulations, standards, and methods; work with a variety of governmental and private entities to determine and obviate radiation hazards; prepare technical reports and correspondence, and other related duties of average difficulty and complexity. Positions utilize a variety of radiation meters, computers, counters, and test equipment while following established procedures and guidelines to determine compliance with governing State, Federal, and County regulations.  Essential Job Functions    Performs routine inspections of X-ray tubes at hospitals, clinics, mammography facilities, dental, and other medical facilities at specified intervals including measuring the accuracy of technical factors, alignment of collimators, proper use of grids, filters, and diaphragms, measuring and evaluating patient, operator, and public exposures, and other elements related to the safe and effective operation of equipment.  Enforces State, Federal, and County laws regarding the manufacture, installation, and operation of X-ray equipment located in medical, dental, industrial, research, and academic facilities; enforces the State's certification law regarding licentiates, technologists, and technicians who use X-ray equipment.   Utilizes a variety of radiation measuring instruments, test equipment, phantoms, and computers, following established procedures, to determine radiation safety practices, and compliance with Federal, State, and County laws and regulations.   Prepares written reports of inspection findings, including letters and Notices of Violations to users; follows-up on violations to assure timely and appropriate corrective action.   Provides consultation and training to physicians, dentists, X-ray personnel, and the public on proper practices, procedures, safety, and legal requirements in the use of radiation producing equipment.   Measures the adequacy of shielding in walls, using radiation detection instruments.   Responds to emergency situations involving radiation incidents.   Assists in training new Radiation Protection Specialists.   Completes special projects such as the Nationwide Evaluation of X-ray Trends (NEXT).     Requirements   MINIMUM REQUIREMENTS:     OPTION 1:   Possession of a valid certificate* in diagnostic or therapeutic radiologic technology or nuclear medicine technology issued by the California Department of Public Health  -OR-  the American Registry of Radiologic Technologists  -OR-  Possession of a health physics technology certificate from an accredited two-year program - AND - Five (5) years of experience in a medical radiology department, hospital, or public health agency operating or surveying the use of radiological equipment, providing advice on safe practices in radiation to ensure compliance with rules and regulations governing radiation use.    OPTION 2:  A Bachelor's degree** from an accredited college or university with a major in radiologic health, radiologic science, radiologic technology, health physics, physics, engineering, mathematics, physical science, or a closely related field***. - AND -  Two (2) years of professional experience in health physics**** or a closely related field.   LICENSE:  A valid California Class C Driver License or the ability to utilize an alternative method of transportation when needed to carry out job related essential functions.   PHYSICAL CLASS III - MODERATE:  This class requires that the incumbent stand or walk most of the time with bending, stooping, squatting, twisting, reaching, working on irregular surfaces, occasional lifting of objects weighing over 25 pounds, and frequent lifting of 10-25 pounds.    SPECIAL REQUIREMENT INFORMATION:    You must POSSESS and CLEARLY EXPRESS detailed years of experience performing relevant duties, related to the requirements within your online job application under the "Experience" area . *Please ensure the License and Certificate Section of the application is completed for the required certificates. Provide the title of your required license and certifications, number, date of issue, date of expiration and the name of the issuing agency as specified in the Requirements on your application at the time of filing or e-mail the information to   hrexams@ph.lacounty.gov  within fifteen (15) calendar days of filing . The required license/certification MUST be active and unrestricted or you application will not be accepted.   **In order to receive credit for any type of college or university degree, such as a Bachelor's Degree or higher, you  must attach a legible copy  of the Official Diploma, Official Transcript(s), or Official Letter from the accredited institution, which shows the area of specialization and the date the degree was awarded, with Registrar's signature and school seal, to the application or within fifteen (15) calendar days from application submission to hrexams@ph.lacounty.gov .  Foreign studies must be evaluated for equivalency to United States accredited institutions standards by an academic credential evaluation agency recognized by The National Association of Credential Evaluation Services (NACES) or the Association of International Credential Evaluators, Inc. (AICE) . (see Employment Information under Accreditation Information)    ***  Examples of closely r    elated fields:    Nuclear Engineering, Physics of Instrumentation, Geologic Science, or Chemistry.     ****   Professional experience in health physic s :   Experience gained in the science of radiation protection subsequent to receiving a bachelor's degree.    DESIRABLE QUALIFICATIONS:     Credit will be given to applicants who possess the following desirable qualifications:       Certified Radiologic Technologist (CRT)   Experience in the practice and use of various imaging modalities   Experience working in a lead capacity in a radiology department     Additional Information    EXAMINATION CONTENT:   Once we have determined that you meet our experience requirements, the examination process will consist of an evaluation of education and experience based on application information, desirable qualifications and supplemental questionnaire information submitted at the time of filing   weighted 100%  .  Applicants must meet the Requirements and achieve a passing score of 70% or higher on the examination (evaluation of experience) to be added on the Eligible Register (hiring list).     Passing this examination and being added on the Eligible Register does not guarantee an offer of employment.      ELIGIBILITY INFORMATION:   The names of candidates receiving a passing score in the examination will be added to the Eligible Register in the order of their score group for a period of twelve (12) months following the date of eligibility.    NO PERSON MAY COMPETE IN THIS EXAMINATION MORE THAN ONCE EVERY TWELVE (12) MONTHS.    Complete applications will be processed on an as received basis and promulgated to the Eligible Register accordingly.    WITHHOLD INFORMATION:    No withhold will be allowed. Required experience/education must be fully met by the last day of filing/at the time of filing, and clearly indicated on the application.     VACANCY INFORMATION:   The Eligible Register resulting from this examination will be used to fill vacancies in the Department of Public Health as they occur.     AVAILABLE SHIFT:   Any shift, including evenings, nights, weekends and holidays.   _______________________________________________________________     Application and Filing Information      HOW TO APPLY:      Applications must be filed   ONLINE ONLY .   Applications submitted by U.S. mail, fax, or in person will NOT be accepted. Any required documents and/or additional information, if any, must be received with your application at the time of filing online or sent to HRExams@ph.lacounty.gov within fifteen (15) calendar days from application submission.   Apply online by clicking on the green  "Apply"  button located on this posting. You can also track the status of your application using this website.    Plan to submit your online application well in advance of the 5:00 p.m. deadline as you may be required to verify your email address. This only needs to be done once per email address, and if you already have a job seeker account on www.governmentjobs.com/careers/lacounty, you can verify at any time by logging in and following the prompts. This is to enhance the security of your online application and to ensure you do not enter an incorrect email address.    The acceptance of your application depends on whether you have  clearly  shown that you meet the  REQUIREMENTS.  Fill out the application and Supplemental Questionnaire accurately and completely to receive full credit for any relevant education and/or job experience you include. In the space provided on the application for education, include names and addresses of schools attended, dates attended, degree(s) received, and degree major. For each job held, give the name and address of your employer, your job/position title, start and end dates, the number of hours worked per week, and detailed description of work and duties performed. If the application and/or Supplemental Questionnaire is/are incomplete, the application will be  REJECTED .    IMPORTANT NOTES:    Please note that  ALL  information supplied by applicants and included in the application materials is subject to  VERIFICATION  at any point during the examination and hiring process, including after an appointment has been made.  Applications may be rejected at any stage of the examination and selection process.   FALSIFICATION  of any information may result in  DISQUALIFICATION  or  RESCISSION OF APPOINTMENT .  Utilizing  VERBIAGE  from Class Specification(s) and/or Minimum Requirements serving as your description of duties  WILL NOT  be sufficient to demonstrate that you meet the requirements. In doing so your application will be dispositioned as  I  NCOMPLETE  and will not be accepted.  Comments such as  "SEE RESUME"  or  "SEE APPLICATION"  will not be considered a valid response; therefore, using such statements will also result in your application being rejected as  INCOMPLETE .    COMPUTER AND INTERNET ACCESS AT PUBLIC LIBRARIES:   For candidates who may not have regular access to a computer or the internet, applications can be completed on computers at public libraries throughout Los Angeles County. You may refer to their website for more information regarding the reopening of some libraries with limited hours throughout Los Angeles County.    SOCIAL SECURITY NUMBER:   Please include your Social Security Number for record control purposes. Federal law requires that all employed persons have a Social Security Number.    NO SHARING OF USER ID, EMAIL, AND PASSWORD:   All applicants must file their application online using their OWN user ID and password. Using a family member or friend's user ID and password may erase a candidate's original application record.    FAIR CHANCE EMPLOYER:   The County of Los Angeles is a Fair Chance employer. Except for a very limited number of positions, you will not be asked to provide information about a conviction history unless you receive a contingent offer of employment. The County will make an individualized assessment of whether your conviction history has a direct or adverse relationship with the specific duties of the job, and consider potential mitigating factors, including, but not limited to, evidence and extent of rehabilitation, recency of the offense(s), and age at the time of the offense(s). If asked to provide information about a conviction history, any convictions or court records which are exempted by a valid court order do not have to be disclosed.    EQUAL EMPLOYMENT OPPORTUNITY:   It is the policy of the County of Los Angeles to provide equal employment opportunity for all qualified persons, regardless of race, religion, sex, national origin, age, sexual orientation, or disability or any other characteristic protected by State or Federal law. All positions are open to qualified men and women pursuant to the Americans with Disabilities Act of 1990 and the California Fair Employment and Housing Act. The County will follow all of its obligations under State and Federal laws regarding the provision of reasonable accommodations to applicants.    Anti-Racism, Diversity, and Inclusion (ARDI):    The County of Los Angeles recognizes and affirms that all people are created equal and are entitled to all rights afforded by the Constitution of the United States. The Department of Human Resources is committed to promoting Anti-racism, Diversity, and Inclusion efforts to address the inequalities and disparities amongst race. We support the ARDI Strategic Plan and its goals by improving equality, diversity, and inclusion in recruitment, selection, and employment practices.    Department Contact Name:  Exam Analyst  Department Contact Phone:  (323)659-6546  Department Contact E-mail:  HRExams@ph.lacounty.gov    California Relay Services Phone:  (800) 735-2922  ADA Coordinator Phone:  (323)659-6546  Teletype Phone:  (800) 899-4099  For detailed information, please click  here 
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        Position/Program Information   EXAM NUMBER:    PH5772E   TYPE OF RECRUITMENT:   Open Competitive Job Opportunity   FIRST DAY OF    FILING   :   Thursday, February 22, 2024 at 8:30 a.m., Pacific Time (PT)    This examination will remain open until the needs of the service are met and is subject to closure without prior notice.        DEFINITION:   Conducts inspections, investigations, and tests to detect and control radiation hazards arising from the use of X-ray equipment, and ensures compliance with State, Federal, and County laws and regulations.    CLASSIFICATION STANDARDS:     Positions allocable to this class work under the technical and administrative supervision of a Principal Radiation Protection Specialist or the Head, Radiation Control in the Environmental Health Division of the Department of Public Health. Positions are responsible for the performance of routine assignments such as X-ray compliance inspections, accident and complaint investigations, and surveys. In addition, Radiation Protection Specialists prepare and disseminate information on radiation safety principles, regulations, standards, and methods; work with a variety of governmental and private entities to determine and obviate radiation hazards; prepare technical reports and correspondence, and other related duties of average difficulty and complexity. Positions utilize a variety of radiation meters, computers, counters, and test equipment while following established procedures and guidelines to determine compliance with governing State, Federal, and County regulations.  Essential Job Functions    Performs routine inspections of X-ray tubes at hospitals, clinics, mammography facilities, dental, and other medical facilities at specified intervals including measuring the accuracy of technical factors, alignment of collimators, proper use of grids, filters, and diaphragms, measuring and evaluating patient, operator, and public exposures, and other elements related to the safe and effective operation of equipment.  Enforces State, Federal, and County laws regarding the manufacture, installation, and operation of X-ray equipment located in medical, dental, industrial, research, and academic facilities; enforces the State's certification law regarding licentiates, technologists, and technicians who use X-ray equipment.   Utilizes a variety of radiation measuring instruments, test equipment, phantoms, and computers, following established procedures, to determine radiation safety practices, and compliance with Federal, State, and County laws and regulations.   Prepares written reports of inspection findings, including letters and Notices of Violations to users; follows-up on violations to assure timely and appropriate corrective action.   Provides consultation and training to physicians, dentists, X-ray personnel, and the public on proper practices, procedures, safety, and legal requirements in the use of radiation producing equipment.   Measures the adequacy of shielding in walls, using radiation detection instruments.   Responds to emergency situations involving radiation incidents.   Assists in training new Radiation Protection Specialists.   Completes special projects such as the Nationwide Evaluation of X-ray Trends (NEXT).     Requirements   MINIMUM REQUIREMENTS:     OPTION 1:   Possession of a valid certificate* in diagnostic or therapeutic radiologic technology or nuclear medicine technology issued by the California Department of Public Health  -OR-  the American Registry of Radiologic Technologists  -OR-  Possession of a health physics technology certificate from an accredited two-year program - AND - Five (5) years of experience in a medical radiology department, hospital, or public health agency operating or surveying the use of radiological equipment, providing advice on safe practices in radiation to ensure compliance with rules and regulations governing radiation use.    OPTION 2:  A Bachelor's degree** from an accredited college or university with a major in radiologic health, radiologic science, radiologic technology, health physics, physics, engineering, mathematics, physical science, or a closely related field***. - AND -  Two (2) years of professional experience in health physics**** or a closely related field.   LICENSE:  A valid California Class C Driver License or the ability to utilize an alternative method of transportation when needed to carry out job related essential functions.   PHYSICAL CLASS III - MODERATE:  This class requires that the incumbent stand or walk most of the time with bending, stooping, squatting, twisting, reaching, working on irregular surfaces, occasional lifting of objects weighing over 25 pounds, and frequent lifting of 10-25 pounds.    SPECIAL REQUIREMENT INFORMATION:    You must POSSESS and CLEARLY EXPRESS detailed years of experience performing relevant duties, related to the requirements within your online job application under the "Experience" area . *Please ensure the License and Certificate Section of the application is completed for the required certificates. Provide the title of your required license and certifications, number, date of issue, date of expiration and the name of the issuing agency as specified in the Requirements on your application at the time of filing or e-mail the information to   hrexams@ph.lacounty.gov  within fifteen (15) calendar days of filing . The required license/certification MUST be active and unrestricted or you application will not be accepted.   **In order to receive credit for any type of college or university degree, such as a Bachelor's Degree or higher, you  must attach a legible copy  of the Official Diploma, Official Transcript(s), or Official Letter from the accredited institution, which shows the area of specialization and the date the degree was awarded, with Registrar's signature and school seal, to the application or within fifteen (15) calendar days from application submission to hrexams@ph.lacounty.gov .  Foreign studies must be evaluated for equivalency to United States accredited institutions standards by an academic credential evaluation agency recognized by The National Association of Credential Evaluation Services (NACES) or the Association of International Credential Evaluators, Inc. (AICE) . (see Employment Information under Accreditation Information)    ***  Examples of closely r    elated fields:    Nuclear Engineering, Physics of Instrumentation, Geologic Science, or Chemistry.     ****   Professional experience in health physic s :   Experience gained in the science of radiation protection subsequent to receiving a bachelor's degree.    DESIRABLE QUALIFICATIONS:     Credit will be given to applicants who possess the following desirable qualifications:       Certified Radiologic Technologist (CRT)   Experience in the practice and use of various imaging modalities   Experience working in a lead capacity in a radiology department     Additional Information    EXAMINATION CONTENT:   Once we have determined that you meet our experience requirements, the examination process will consist of an evaluation of education and experience based on application information, desirable qualifications and supplemental questionnaire information submitted at the time of filing   weighted 100%  .  Applicants must meet the Requirements and achieve a passing score of 70% or higher on the examination (evaluation of experience) to be added on the Eligible Register (hiring list).     Passing this examination and being added on the Eligible Register does not guarantee an offer of employment.      ELIGIBILITY INFORMATION:   The names of candidates receiving a passing score in the examination will be added to the Eligible Register in the order of their score group for a period of twelve (12) months following the date of eligibility.    NO PERSON MAY COMPETE IN THIS EXAMINATION MORE THAN ONCE EVERY TWELVE (12) MONTHS.    Complete applications will be processed on an as received basis and promulgated to the Eligible Register accordingly.    WITHHOLD INFORMATION:    No withhold will be allowed. Required experience/education must be fully met by the last day of filing/at the time of filing, and clearly indicated on the application.     VACANCY INFORMATION:   The Eligible Register resulting from this examination will be used to fill vacancies in the Department of Public Health as they occur.     AVAILABLE SHIFT:   Any shift, including evenings, nights, weekends and holidays.   _______________________________________________________________     Application and Filing Information      HOW TO APPLY:      Applications must be filed   ONLINE ONLY .   Applications submitted by U.S. mail, fax, or in person will NOT be accepted. Any required documents and/or additional information, if any, must be received with your application at the time of filing online or sent to HRExams@ph.lacounty.gov within fifteen (15) calendar days from application submission.   Apply online by clicking on the green  "Apply"  button located on this posting. You can also track the status of your application using this website.    Plan to submit your online application well in advance of the 5:00 p.m. deadline as you may be required to verify your email address. This only needs to be done once per email address, and if you already have a job seeker account on www.governmentjobs.com/careers/lacounty, you can verify at any time by logging in and following the prompts. This is to enhance the security of your online application and to ensure you do not enter an incorrect email address.    The acceptance of your application depends on whether you have  clearly  shown that you meet the  REQUIREMENTS.  Fill out the application and Supplemental Questionnaire accurately and completely to receive full credit for any relevant education and/or job experience you include. In the space provided on the application for education, include names and addresses of schools attended, dates attended, degree(s) received, and degree major. For each job held, give the name and address of your employer, your job/position title, start and end dates, the number of hours worked per week, and detailed description of work and duties performed. If the application and/or Supplemental Questionnaire is/are incomplete, the application will be  REJECTED .    IMPORTANT NOTES:    Please note that  ALL  information supplied by applicants and included in the application materials is subject to  VERIFICATION  at any point during the examination and hiring process, including after an appointment has been made.  Applications may be rejected at any stage of the examination and selection process.   FALSIFICATION  of any information may result in  DISQUALIFICATION  or  RESCISSION OF APPOINTMENT .  Utilizing  VERBIAGE  from Class Specification(s) and/or Minimum Requirements serving as your description of duties  WILL NOT  be sufficient to demonstrate that you meet the requirements. In doing so your application will be dispositioned as  I  NCOMPLETE  and will not be accepted.  Comments such as  "SEE RESUME"  or  "SEE APPLICATION"  will not be considered a valid response; therefore, using such statements will also result in your application being rejected as  INCOMPLETE .    COMPUTER AND INTERNET ACCESS AT PUBLIC LIBRARIES:   For candidates who may not have regular access to a computer or the internet, applications can be completed on computers at public libraries throughout Los Angeles County. You may refer to their website for more information regarding the reopening of some libraries with limited hours throughout Los Angeles County.    SOCIAL SECURITY NUMBER:   Please include your Social Security Number for record control purposes. Federal law requires that all employed persons have a Social Security Number.    NO SHARING OF USER ID, EMAIL, AND PASSWORD:   All applicants must file their application online using their OWN user ID and password. Using a family member or friend's user ID and password may erase a candidate's original application record.    FAIR CHANCE EMPLOYER:   The County of Los Angeles is a Fair Chance employer. Except for a very limited number of positions, you will not be asked to provide information about a conviction history unless you receive a contingent offer of employment. The County will make an individualized assessment of whether your conviction history has a direct or adverse relationship with the specific duties of the job, and consider potential mitigating factors, including, but not limited to, evidence and extent of rehabilitation, recency of the offense(s), and age at the time of the offense(s). If asked to provide information about a conviction history, any convictions or court records which are exempted by a valid court order do not have to be disclosed.    EQUAL EMPLOYMENT OPPORTUNITY:   It is the policy of the County of Los Angeles to provide equal employment opportunity for all qualified persons, regardless of race, religion, sex, national origin, age, sexual orientation, or disability or any other characteristic protected by State or Federal law. All positions are open to qualified men and women pursuant to the Americans with Disabilities Act of 1990 and the California Fair Employment and Housing Act. The County will follow all of its obligations under State and Federal laws regarding the provision of reasonable accommodations to applicants.    Anti-Racism, Diversity, and Inclusion (ARDI):    The County of Los Angeles recognizes and affirms that all people are created equal and are entitled to all rights afforded by the Constitution of the United States. The Department of Human Resources is committed to promoting Anti-racism, Diversity, and Inclusion efforts to address the inequalities and disparities amongst race. We support the ARDI Strategic Plan and its goals by improving equality, diversity, and inclusion in recruitment, selection, and employment practices.    Department Contact Name:  Exam Analyst  Department Contact Phone:  (323)659-6546  Department Contact E-mail:  HRExams@ph.lacounty.gov    California Relay Services Phone:  (800) 735-2922  ADA Coordinator Phone:  (323)659-6546  Teletype Phone:  (800) 899-4099  For detailed information, please click  here 
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             Working Title    College Corps Coordinator     SF State    University     San Francisco State is an Equal Opportunity Employer and does not discriminate against persons on the basis of race, religion, color, ancestry, age, disability, genetic information, gender, gender identity, gender expression, marital status, medical condition, National origin, sex, sexual orientation, covered veteran status, or any other protected status. Reasonable accommodations will be provided for qualified applicants with disabilities who self-disclose by contacting the Senior Human Resources Manager.  Applicants may visit titleix.sfsu.edu for more information on SF State's policy prohibiting discrimination, and how to file an online report using the procedures under Executive Order 1096 Revised. Inquiries can be directed to the campus Title IX Coordinator and Discrimination, Harassment, and Retaliation Administrator by calling (415) 338-2032 or emailing vpsaem@sfsu.edu.  San Francisco State is a 100% Smoke/Vapor-Free Campus. Smoking or Vaping of any tobacco/plant-based substance is not permitted on any University properties.  The person holding this position may be considered a "mandated reporter" under the California Child Abuse and Neglect Reporting Act and is required to comply with the requirements set forth in CSU Executive Order 1083 as a condition of employment.  This position may be a "designated position" in the California State University's Conflict of Interest Code. The successful candidate accepting this position may be required to file Conflict of Interest forms subject to the regulations of the Fair Political Practices Commission.      Department     Office of Research and Sponsored Programs/ICCE    Appointment Type    Temporary.   The Position will end on or before June 30, 2025. Permanent status cannot be earned in this position. This temporary position can be concluded prior to the stated temporary appointment end date, normally with a two-week notice period. Continuation of this temporary appointment is contingent upon performance evaluation and grant funding. The possible grant funding extension is up to June 30, 2026.      Time Base     Full-Time     Work Schedule     Monday through Friday; from 8:00 am to 5:00 pm    Anticipated Hiring Range    $5,167.00 per month ($62,004.00 annually)   Salary is commensurate with experience.    Position Summary    Under the direction of the ICCE Executive Director, the program coordinator will be responsible for a cohort of participating fellows and coordinate all student program activities, including but not limited to: promoting the initiative, recruiting students, overseeing processes, training and supporting student fellows, communicating with partner organizations, placing students in community service fellowships, tracking data, maintaining records, and collaborating across the university. The Program Coordinator ensures grant goals and requirements are met regarding the student experience, community partner engagement, and campus participation.     Position Information       Program Coordination, including but not limited to:      Responsible for a cohort team of assigned fellow students and be responsible for the following       Data collection for California Volunteers and AmeriCorps reports through their online systems, such as eGrants (AmeriCorps) and America Learns to ensure completion of California Volunteers and AmeriCorps project requirements.     Student compensation (includes review, track, approve, and reconcile student timesheets and payable time, and the implementation of monthly living allowance payment processes).     Co-lead bi-weekly “Team CIRCLES” training modules that provide opportunities for fellows to reflect on what’s working, strategize challenges, and to participate in training to help them in their service to succeed. Additionally, guide their progress and cohort group projects.     Coordination of associated travel (air, hotel, ground transportation, meals, etc.) for assigned college corps members. Prepare and process in a timely fashion all travel related advances and expense reimbursements after verifying charges, budget, and traveler eligibility. Consult with campus administration to resolve special circumstances related to international travel       Student and Community Engagement       Recruit, enroll, orient, train, supervise, support, and assess all SF State Corps student Fellows, includes marketing, applicant review and placement matching, and HR/Payroll requirements.   Monitor and support students through active and on-going communications and meetings.   Lead and collaboratively implement training modules for program for assigned Fellow cohort and participating community organizations.   Responsible for coordination and implementation of events and initiatives to provide additional opportunities for fellow to engage, including but not limited Service Days. Prepare and coordinate ICCE student engagement lead fellows to facilitate these on and off campus events/activities.      Host Site Community Partner Engagement       Maintain active communication with community partners during both planning and implementation phases.   Monitor community fellowship placements through regular communications and site visits with community-based partner organizations throughout the Bay Area.   Track partner impact to meet program goals.      Campus and Outreach      Conduct presentations and relevant workshops to the campus community and off-campus events, where needed.   Work within ICCE and with all ICCE staff to plan for and integrate the College Corps program within ICCE, including working with ICCE staff to ensure ICCE communications and media (such as web and social media), represent the fellowship program, and that the fellowship program is branded correctly for representing both ICCE and grant funders.   Conduct outreach promotion of College Corps and communication materials. Work includes both prints, online, and presentations.   Maintain the College Corps program webpage, including brand image and consistency and accessibility compliance.   Represent the program at community events.        Other duties as assigned      Minimum Qualifications      General knowledge and skills in the applicable administrative and/or program field with a foundational knowledge of public administration principles, practices, and methods. This foundation would normally be obtained through a bachelor's degree and/or equivalent training and administrative work experience involving study, analysis, and/or evaluation leading to the development or improvement of administrative policies, procedures, practices, or programs.   Working knowledge of and ability to apply standard theories, principles, practices, and techniques applicable to the program and/or administrative specialty to develop conclusions and make recommendations.   Working knowledge of general practices, programs, and/or administrative specialties. Basic knowledge of and ability to apply fundamental concepts. Working knowledge of budget policies and procedures.   Ability to learn, interpret, and apply a wide variety of policies and procedures relating to and impacting the applicable program, organizational unit, and/or administrative specialty.   Knowledge of basic methods and procedures for research and statistical analysis and the ability to apply them.   Ability to analyze data and make accurate projections using business mathematics and basic statistical techniques.   Ability to organize and plan work and projects including handling multiple priorities.   Ability to make independent decisions and exercise sound judgment.   Ability to compile, write, and present reports related to program or administrative specialty.   Demonstrated ability to establish and maintain effective working relationships within and outside the work group and serve as a liaison for the organizational unit.      Preferred Qualifications       Bachelor's degree and/or equivalent training and administrative work experience involving the support of administrative policies, procedures, practices, or programs.   Demonstrated experience working in community engagement or community service programs and working in higher education.   Demonstrated experience with support of coordinating programs, services, or departments.      Environmental/Physical/Special      Must be able to move boxes of paper, office supplies, and sidewalk sign A-Frame message boards, and outreach materials weighing up to 30 pounds.   Must be able to bend, lift, move around tables and chairs for ICCE sponsored events.   Occasional weekend and/or evening work will be required to provide outreach services and program-related events to on and off-campus communities.       Pre-Employment Requirements    This position requires the successful completion of a background check.    Eligibility to Work    Applicants must be able to provide proof of US Citizenship or authorization to work in the United States, within three business days from their date of hire.    Benefits    Threaded through our Total Compensation package is a commitment to Bridging Life's Transitions. SF State is committed to providing our employees with a comprehensive program that rewards efforts that are appreciated by your colleagues, students and the customers we serve.  We offer a competitive compensation package that includes Medical, Dental, Vision, Pension, 401k, Healthcare Savings Account, Life Insurance, Disability Insurance, Vacation and Sick Leave as well as State Holidays and a dynamic Fee Waiver program, all geared towards the University's commitment to attract, motivate and retain our employee.    CSUEU Position (For CSUEU Positions Only)    Eligible and qualified on-campus applicants, currently in bargaining units 2, 5, 7, and 9 are given hiring preference.    Additional Information      SF STATE IS NOT A SPONSORING AGENCY FOR STAFF OR MANAGEMENT POSITIONS. (i.e. H1-B VISAS).     Thank you for your interest in employment with California State University (CSU). CSU is a state entity whose business operations reside within the State of California. Because of this, CSU prohibits hiring employees to perform CSU-related work outside of California with very limited exception. While this position may be eligible for occasional telework, all work is expected to be performed in the state of California, and this position is assigned to on-campus operations.   CSU strongly encourages faculty, staff, and students who are accessing campus facilities to be immunized against COVID-19 or declare a medical or religious exemption from doing so. Any candidates advanced in a currently open search process are encouraged to comply with this requirement. The systemwide policy can be found at https://calstate.policystat.com/policy/9779821/latest/ and questions may be sent to hrwww@campus.edu.   The Human Resources office is open Mondays through Fridays from 8 a.m. to 5 p.m., and can be reached at (415) 338-1872.   Please note that this position, position requirements, application deadline and/or any other component of this position is subject to change or cancellation at any time.  Advertised: Mar 28 2024 Pacific Daylight Time  Applications close:  Closing Date/Time:
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         Working Title    College Corps Coordinator     SF State    University     San Francisco State is an Equal Opportunity Employer and does not discriminate against persons on the basis of race, religion, color, ancestry, age, disability, genetic information, gender, gender identity, gender expression, marital status, medical condition, National origin, sex, sexual orientation, covered veteran status, or any other protected status. Reasonable accommodations will be provided for qualified applicants with disabilities who self-disclose by contacting the Senior Human Resources Manager.  Applicants may visit titleix.sfsu.edu for more information on SF State's policy prohibiting discrimination, and how to file an online report using the procedures under Executive Order 1096 Revised. Inquiries can be directed to the campus Title IX Coordinator and Discrimination, Harassment, and Retaliation Administrator by calling (415) 338-2032 or emailing vpsaem@sfsu.edu.  San Francisco State is a 100% Smoke/Vapor-Free Campus. Smoking or Vaping of any tobacco/plant-based substance is not permitted on any University properties.  The person holding this position may be considered a "mandated reporter" under the California Child Abuse and Neglect Reporting Act and is required to comply with the requirements set forth in CSU Executive Order 1083 as a condition of employment.  This position may be a "designated position" in the California State University's Conflict of Interest Code. The successful candidate accepting this position may be required to file Conflict of Interest forms subject to the regulations of the Fair Political Practices Commission.      Department     Office of Research and Sponsored Programs/ICCE    Appointment Type    Temporary.   The Position will end on or before June 30, 2025. Permanent status cannot be earned in this position. This temporary position can be concluded prior to the stated temporary appointment end date, normally with a two-week notice period. Continuation of this temporary appointment is contingent upon performance evaluation and grant funding. The possible grant funding extension is up to June 30, 2026.      Time Base     Full-Time     Work Schedule     Monday through Friday; from 8:00 am to 5:00 pm    Anticipated Hiring Range    $5,167.00 per month ($62,004.00 annually)   Salary is commensurate with experience.    Position Summary    Under the direction of the ICCE Executive Director, the program coordinator will be responsible for a cohort of participating fellows and coordinate all student program activities, including but not limited to: promoting the initiative, recruiting students, overseeing processes, training and supporting student fellows, communicating with partner organizations, placing students in community service fellowships, tracking data, maintaining records, and collaborating across the university. The Program Coordinator ensures grant goals and requirements are met regarding the student experience, community partner engagement, and campus participation.     Position Information       Program Coordination, including but not limited to:      Responsible for a cohort team of assigned fellow students and be responsible for the following       Data collection for California Volunteers and AmeriCorps reports through their online systems, such as eGrants (AmeriCorps) and America Learns to ensure completion of California Volunteers and AmeriCorps project requirements.     Student compensation (includes review, track, approve, and reconcile student timesheets and payable time, and the implementation of monthly living allowance payment processes).     Co-lead bi-weekly “Team CIRCLES” training modules that provide opportunities for fellows to reflect on what’s working, strategize challenges, and to participate in training to help them in their service to succeed. Additionally, guide their progress and cohort group projects.     Coordination of associated travel (air, hotel, ground transportation, meals, etc.) for assigned college corps members. Prepare and process in a timely fashion all travel related advances and expense reimbursements after verifying charges, budget, and traveler eligibility. Consult with campus administration to resolve special circumstances related to international travel       Student and Community Engagement       Recruit, enroll, orient, train, supervise, support, and assess all SF State Corps student Fellows, includes marketing, applicant review and placement matching, and HR/Payroll requirements.   Monitor and support students through active and on-going communications and meetings.   Lead and collaboratively implement training modules for program for assigned Fellow cohort and participating community organizations.   Responsible for coordination and implementation of events and initiatives to provide additional opportunities for fellow to engage, including but not limited Service Days. Prepare and coordinate ICCE student engagement lead fellows to facilitate these on and off campus events/activities.      Host Site Community Partner Engagement       Maintain active communication with community partners during both planning and implementation phases.   Monitor community fellowship placements through regular communications and site visits with community-based partner organizations throughout the Bay Area.   Track partner impact to meet program goals.      Campus and Outreach      Conduct presentations and relevant workshops to the campus community and off-campus events, where needed.   Work within ICCE and with all ICCE staff to plan for and integrate the College Corps program within ICCE, including working with ICCE staff to ensure ICCE communications and media (such as web and social media), represent the fellowship program, and that the fellowship program is branded correctly for representing both ICCE and grant funders.   Conduct outreach promotion of College Corps and communication materials. Work includes both prints, online, and presentations.   Maintain the College Corps program webpage, including brand image and consistency and accessibility compliance.   Represent the program at community events.        Other duties as assigned      Minimum Qualifications      General knowledge and skills in the applicable administrative and/or program field with a foundational knowledge of public administration principles, practices, and methods. This foundation would normally be obtained through a bachelor's degree and/or equivalent training and administrative work experience involving study, analysis, and/or evaluation leading to the development or improvement of administrative policies, procedures, practices, or programs.   Working knowledge of and ability to apply standard theories, principles, practices, and techniques applicable to the program and/or administrative specialty to develop conclusions and make recommendations.   Working knowledge of general practices, programs, and/or administrative specialties. Basic knowledge of and ability to apply fundamental concepts. Working knowledge of budget policies and procedures.   Ability to learn, interpret, and apply a wide variety of policies and procedures relating to and impacting the applicable program, organizational unit, and/or administrative specialty.   Knowledge of basic methods and procedures for research and statistical analysis and the ability to apply them.   Ability to analyze data and make accurate projections using business mathematics and basic statistical techniques.   Ability to organize and plan work and projects including handling multiple priorities.   Ability to make independent decisions and exercise sound judgment.   Ability to compile, write, and present reports related to program or administrative specialty.   Demonstrated ability to establish and maintain effective working relationships within and outside the work group and serve as a liaison for the organizational unit.      Preferred Qualifications       Bachelor's degree and/or equivalent training and administrative work experience involving the support of administrative policies, procedures, practices, or programs.   Demonstrated experience working in community engagement or community service programs and working in higher education.   Demonstrated experience with support of coordinating programs, services, or departments.      Environmental/Physical/Special      Must be able to move boxes of paper, office supplies, and sidewalk sign A-Frame message boards, and outreach materials weighing up to 30 pounds.   Must be able to bend, lift, move around tables and chairs for ICCE sponsored events.   Occasional weekend and/or evening work will be required to provide outreach services and program-related events to on and off-campus communities.       Pre-Employment Requirements    This position requires the successful completion of a background check.    Eligibility to Work    Applicants must be able to provide proof of US Citizenship or authorization to work in the United States, within three business days from their date of hire.    Benefits    Threaded through our Total Compensation package is a commitment to Bridging Life's Transitions. SF State is committed to providing our employees with a comprehensive program that rewards efforts that are appreciated by your colleagues, students and the customers we serve.  We offer a competitive compensation package that includes Medical, Dental, Vision, Pension, 401k, Healthcare Savings Account, Life Insurance, Disability Insurance, Vacation and Sick Leave as well as State Holidays and a dynamic Fee Waiver program, all geared towards the University's commitment to attract, motivate and retain our employee.    CSUEU Position (For CSUEU Positions Only)    Eligible and qualified on-campus applicants, currently in bargaining units 2, 5, 7, and 9 are given hiring preference.    Additional Information      SF STATE IS NOT A SPONSORING AGENCY FOR STAFF OR MANAGEMENT POSITIONS. (i.e. H1-B VISAS).     Thank you for your interest in employment with California State University (CSU). CSU is a state entity whose business operations reside within the State of California. Because of this, CSU prohibits hiring employees to perform CSU-related work outside of California with very limited exception. While this position may be eligible for occasional telework, all work is expected to be performed in the state of California, and this position is assigned to on-campus operations.   CSU strongly encourages faculty, staff, and students who are accessing campus facilities to be immunized against COVID-19 or declare a medical or religious exemption from doing so. Any candidates advanced in a currently open search process are encouraged to comply with this requirement. The systemwide policy can be found at https://calstate.policystat.com/policy/9779821/latest/ and questions may be sent to hrwww@campus.edu.   The Human Resources office is open Mondays through Fridays from 8 a.m. to 5 p.m., and can be reached at (415) 338-1872.   Please note that this position, position requirements, application deadline and/or any other component of this position is subject to change or cancellation at any time.  Advertised: Mar 28 2024 Pacific Daylight Time  Applications close:  Closing Date/Time:
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            Introduction  This examination is being given to fill one vacancy in the Human Services Agency and may be used to establish an eligible list to fill future vacancies. Resumes will not be accepted in lieu of an application. A completed application must be postmarked or received online by the final filing deadline.     All offers of employment are contingent upon successfully passing a pre-employment drug screening, an arduous physical, a pre-employment background check, and a DOJ Live Scan fingerprint.   Effective July 2024 - 4% Cost of Living Adjustment increase     Effective July 2025 - 3% Cost of Living Adjustment increase     The following incentives and bonuses may beavailable for eligible new hires.Incentives and bonuses are subject to approval by Human Resources:       §    Vacation Accrual Rate   : San Joaquin County vacation accrual rate consistent with the candidate's total years of public service.     §    Sick Leave   : Candidates leaving other employment may receive credit for actual non-reimbursable sick leave hours (up to 160 hours) from their last agency. Hours shall be subject to San Joaquin County's minimum sick leave cash out provisions.     §    New Hire Retention Bonus   :       $2,000   upon completion of first year equivalent employment (2,080 hours)       $1,000   upon completion of third year equivalent employment (6,240 hours)       $3,000   upon completion of sixth year equivalent employment (12,480 hours)     NOTE: All correspondences relating to this recruitment will be delivered via e-mail. The e-mail account used will be the one provided on your employment application during time of submittal. Please be sure to check your e-mail often for updates. If you do not have an e-mail account on file, Human Resources will send you correspondences via US Mail.     TYPICAL DUTIES  §  Assesses applicant eligibility for participation in weatherization and rehabilitation programs; estimates work needed to be performed on dwellings to meet weatherization standards, rehabilitations guidelines, and codes.   §  Serves as lead person over workers performing various duties involved in weatherizing and repairing residential dwellings; trains new employees, trainees and program participants.   §  Repairs or fabricates doors, door frames, and window frames; installs locksets and dead bolts; repairs and replaces glass, including caulking, glazing, and window repair.   §  Prepares attics and installs insulation; installs water heater blankets, weather stripping, ceiling fans, gaskets, pipe insulation, thermostats, and various water flow restricting devices; installs and frames window coolers.   §  Tests gas appliances for carbon monoxide out put, drafting, ventilation and safe operation; places unsafe appliances out of service and arranges for repair or replacement; conducts tests to detect leaks and drafts; locates leaks and repairs vents, ducts, gaps in doors, windows, or walls.   §  Patches holes in walls and cracks in exterior; performs rehabilitation repairs; replaces toilets, sub floor, and floor covering; performs light carpentry and sheetrock.   §  Operates a variety of motorized tools, equipment, and vehicles, and performs minor maintenance of same; uses hand tools common to the building trades.   §  Reads, interprets, and works from sketches, diagrams or simple blueprints; may forecast material needs and order supplies; loads various building materials and supplies on to truck; maintains accurate inventory of all building supplies; maintains routine records; may prepare routine reports.   MINIMUM QUALIFICATIONS    EITHER I         Experience    :   Three years of semi-skilled experience in at least one of the building trades.     OR         Experience    :   18 months as a Weatherization Specialist in San Joaquin County Service.     License    :   Possession of valid California driver’s license.   KNOWLEDGE  The basic methods, practices, tools, and materials used in multiple building maintenance trades; occupational hazards and safety precautions.   ABILITY  Train and lead workers of lesser skill and experience in work as necessary; perform semi-skilled work in a variety of building trades; understand and follow oral and written instructions; write simple notations and prepare simple reports; do heavy lifting and manual labor; maintain effective working relationships; deal effectively with members of the public, solve installation problems; make decisions about correct utilization of Weatherization materials and methods.   PHYSICAL/MENTAL REQUIREMENTS    Mobility  -Stand for long periods of time; push and pull; bend and squat; drive; operate heavy equipment; climb stairs; crawl; work in tight spaces such as attics; lift and carry up to 100 pounds;   Visual  -Overall vision sufficient to read close-up; color perception; eye-hand coordination;   Dexterity  -Reaching; grasping; repetitive motion; writing; use of hand tools such as hammer, screwdriver, power tools, saws;   Hearing/Talking  -Hear on the telephone/radio; hear faint sounds; talk on telephone/radio;   Emotional/Psychological Factors  -Public contact; decision making; heights; working alone; occasional working weekends/nights/overtime;   Environmental Conditions  -Noise; dirt dust smoke, fumes, poor ventilation; indoor and outdoor temperature conditions.    San Joaquin County complies with the Americans with Disabilities Act (ADA) and, upon request, will consider reasonable accommodations to enable individuals with disabilities to perform essential job functions.  Equal Opportunity Employer  San Joaquin County is an Equal Employment Opportunity (EEO) Employer and is committed to providing equal employment to all without regard to age, ancestry, color, creed, marital status, medical condition, national origin, physical or mental disability, political affiliation or belief, pregnancy, race, religion, sex, or sexual orientation. For more information go to  Equal Employment Opportunity Division (sjgov.org) .    Accommodations for those covered by the Americans with Disabilities Act (ADA):    San Joaquin County complies with the Americans with Disabilities Act and, upon request, will consider reasonable accommodations to enable individuals with disabilities to perform essential job functions.  BENEFITS  Employees hired into this classification are members of a bargaining unit which is represented bySEIU Local 1021 .      Health Insurance :    San Joaquin County provides employees with a choice of three health plans: a Kaiser Plan, a Select Plan, and a Premier Plan. Employees pay a portion of the cost of the premium. Dependent coverage is also available.      Dental Insurance :   The County provides employees with a choice of two dental plans: Delta Dental and United Health Care-Select Managed Care Direct Compensation Plan. There is no cost for employee only coverage in either plan; dependent coverage is available at the employee’s expense.      Vision Insurance :    The County provides vision coverage through Vision Service Plan (VSP). There is no cost for employee only coverage; dependent coverage is available at the employee’s expense.     For more detailed information on the County’s benefits program, visit our website at  www.sjgov.org  under Human Resources/Employee Benefits.       Life Insurance :   The County provides eligible employees with life insurance coverage as follows:      1 but less than 3 years of continuous service:  $1,000  3 but less than 5 years of continuous service:  $3,000  5 but less than 10 years of continuous service:  $5,000  10 years of continuous service or more:   $10,000      Employee may purchase additional term life insurance at the group rate.      125 Flexible Benefits Plan :   This is a voluntary program that allows employees to use pre-tax dollars to pay for health-related expenses that are not paid by a medical, dental or vision plan (Health Flexible Spending Account $2550 annual limit with a $500 carry over); and dependent care costs (Dependent Care Assistance Plan $5000 annual limit).      Retirement Plan   : Employees of the County are covered by the County Retirement Law of 1937. Please visit the San Joaquin County Employees’ Retirement Association (SJCERA) at  www.sjcera.org  for more information. NOTE: If you are receiving a retirement allowance from another California county covered by the County Employees’ Retirement Act of 1937 or from any governmental agency covered by the California Public Employees’ Retirement System (PERS), you are advised to contact the Retirement Officer of the Retirement Plan from which you retired to determine what effect employment in San Joaquin County would have on your retirement allowance.      Deferred Compensation   :The County maintains a deferred compensation plan under Section 457 of the IRS code. You may annually contribute $22,500 or 100% of your includible compensation, whichever is less. Individuals age 50 or older may contribute to their plan, up to $30,000.The Roth IRA (after tax) is also now available.      Vacation   : Maximum earned vacation is 10 days each year up to 3 years; 15 days after 3 years; 20 days after 10 years; and 23 days after 20 years.      Holidays   :  Effective July 1, 2017, all civil service status employees earn 14 paid holidays each year. Please see the appopriate MOU for details regarding holidays, accruals,use, and cashability of accrued time.      Sick Leave   : 12 working days of sick leave annually with unlimited accumulation. Sick leave incentive : An employee is eligible to receive eight hours administrative leave if the leave balance equals at least one- half of the cumulative amount that the employee is eligible to accrue. The employee must also be on payroll during the entire calendar year.      Bereavement Leave   : 3 days of paid leave for the death of qualifying family member, 2 additional days of accrued leave for death of employee’s spouse, domestic partner, parent or child.      Merit Salary Increase   : New employees will receive the starting salary, which is the first step of the salary range. After employees serve 52 weeks (2080 hours) on each step of the range, they are eligible for a merit increase to the next step.      Job Sharing   : Employees may agree to job-share a position, subject to approval by a Department Head and the Director of Human Resources.      Educational Reimbursement Program   : Eligible employees may be reimbursed for career-related course work up to a maximum of $850 per fiscal year. Eligible employees enrolled in an approved four (4) year College or University academic program may be reimbursed up to $800 per semester for a maximum of $1600 per fiscal year.      Parking Supplemental Downtown Stockton:    The County contributes up to $20 per pay period for employees who pay for parking and are assigned to work in the Downtown Core Area.      School Activities   : Employees may take up to 40 hours per year, but not more than eight (8) hours per month, to participate in their children’s school activities.   Selection Procedures  Applicants who meet the minimum qualifications will go through the following examination process:      Written Exam : The civil service written exam is a multiple choice format. If the written exam is administered alone, it will be 100% of the overall score. Candidates must achieve a minimum rating of 70% in order to be placed on the eligible list.        Oral Exam : The oral exam is a structured interview process that will assess the candidate’s education, training, and experience and may include a practical exercise. The oral exam selection process is not a hiring interview. A panel of up to four people will determine the candidate’s score and rank for placement on the eligible list. Top candidates from the eligible list are referred for hiring interviews. If the oral exam is administered alone, it will be 100% of the overall score. Candidates must achieve a minimum rating of 70% in order to be placed on the eligible list.        Written & Oral Exam : If both a written exam and an oral exam is administered, the written exam is weighted at 60% and the oral exam is weighted at 40% unless otherwise indicated on the announcement. Candidates must achieve a minimum rating of 70% on each examination in order to be placed on the eligible list.        Rate-out : A rate-out is an examination that involves a paper rating of the candidate’s application using the following criteria: education, training, and experience. Candidates will not be scheduled for the rate-out process.      Note: The rating of 70 referred to may be the same or other than an arithmetic 70% of the total possible points.    OnlineWritten Exams : Written exams may be administered online. Candidates will be notified of the examination date and will be responsible to complete the written exam within a given period of time (typically within five calendar days). Candidates are required to read the Online Exam Guide for Test Takers prior to taking an online written exam.  The link to the guide is here: Online Exam Guide For Test Takers   PLEASE NOTE:     Online exams must be completed in one sitting and can only be taken once       Candidates will have access to an online exam within the allotted time only       A steady internet connection is highly recommended       The allotted time will still continue if a candidate closes the window or gets disconnected       Once the allotted time expires, access to the exam will be unavailable       Microsoft is no longer supporting Internet Explorer . Therefore, it is recommended that candidates do not use Internet Explorer to complete online written exams.   Candidates that do not have access to a computer can contact the Human Resources office at (209)468-3370 for information on accommodations.   Testing Accommodation : Candidates who require testing accommodation under the Americans with Disabilities Act (ADA) must call Human Resources Division at (209) 468-3370 prior to the examination date.    Veteran’s Points : Eligible veterans, unmarried widows and widowers of veterans of the United States Armed Forces who have been honorably discharged and who have served during wartime shall be given veteran’s points in initial appointment to County service. Eligible veterans receive 5 points and eligible disabled veterans receive 10 points. Disabled veterans must submit a recent award letter stating a 10% service connected disability issued by the United States Veterans Administration.Note: A copy of your DD214 showing the discharge type must be received in the Human Resources by the date of the examination.   Acceptable wartime service dates:     September 16, 1940 to December 31, 1946     June 27, 1950 to January 31, 1955     August 5, 1964 to May 7, 1975     Persian Gulf War, August 2, 1990, through a date to be set by law or Presidential Proclamation.        Eligible Lists : Candidates who pass the examination will be placed on an eligible list for that classification. Eligible lists are effective for nine months, but may be extended by the Human Resources Director for a period which shall not exceed a total of three years from the date established.    Certification/Referral :Names from the eligible list will be referred to the hiring department by the following methods.      Rule of the Rank :The top rank orranks of eligibles will be referred for hiring interviews. The minimum number of names to be referred will be equal to the number of positions plus nine, or 10% of the eligible list, whichever is higher. When fillingnine or more positions in a department at the same time, the top rank or ranks will be referred and the minimum number of names shall be two times the number of positions to be filled or 10% of the eligible list, whichever is higher. This applies only to open competitive recruitments.        Rule of Five : The top five names will be referred for hiring interviews. This applies only to department or countywide promotional examination.      Physical Exam :Some classifications require physical examinations. Final appointment cannot be made until the eligible has passed the physical examination. The County pays for physical examinations administered in its medical facilities.    Pre-Employment Drug Screening Exam : Some classifications require a new employee successfully pass a pre-employment drug screen as a condition of employment. Final appointment cannot be made until the eligible has passed the drug screen. The County pays for the initial drug screen.    Employment of Relatives :Applicants who are relatives of employees in a department within the 3rd degree of relationship, (parent, child, grand parent, grand child or sibling) either by blood or marriage, may not be appointed, promoted, transferred into or within the department when;     They are related to the Appointing Authority or     The employment would result in one of them supervising the work of the other.       Department Head may establish additional limitations on the hiring of relatives by departmental rule.    Proof of Eligibility :If you are offered a job you will be required to provide proof of U.S. citizenship or other documents that establish your eligibility to be employed in the U.S.  HOW TO APPLY    Apply Online:       www.sjgov.org/department/hr      By mail or in person:       San Joaquin County Human Resources     44 N. San Joaquin Street Suite 330     Stockton, CA 95202     Office hours:     Monday - Friday 8:00 am to 5:00 pm; excluding holidays.     Phone: (209) 468-3370     Job Line:      For currentemployment opportunitiesplease callour 24-hour job line at (209) 468-3377.       When a final filing date is indicated, applications must be filed with the Human Resources Division before 5:00 p.m. or postmarked by the final filing date. Resumes will not be accepted in lieu of an application. Applications sent through county inter-office mail, which are not received by the final filing date, will not be accepted. ( The County assumes no responsibility for mailed applications which are not received by the Human Resources Division) .       San Joaquin County Substance Abuse Policy:   San Joaquin County has adopted a Substance Abuse Policy in compliance with the Federal Drug Free Workplace Act of 1988. This policy is enforced by all San Joaquin County Departments and applies to all San Joaquin County employees.       Equal Opportunity Employer  : San Joaquin County is an Equal Employment Opportunity (EEO) Employer and is committed to providing equal employment to all without regard to age, ancestry, color, creed, marital status, medical condition, national origin, physical or mental disability, political affiliation or belief, pregnancy, race, religion, sex, or sexual orientation. For more information go to   www.sjgov.org/department/hr/eeo   .       Click on a link below to apply for this position:   Fill out the Supplemental Questionnaire and Application NOW using the Internet.  Apply Online  View and print the Supplemental Questionnaire.  This recruitment requires completion of a supplemental questionnaire. You may view and print the  supplemental questionnaire here .  View and print the official application form as an Acrobat pdf file.      A San Joaquin County application form is required for this recruitment. You may print this Acrobat PDF document and then fill it in. Contact us via conventional means. You may contact us by phone at (209) 468-3370, or by  email , or apply for a job in person at the San Joaquin County Human Resources Division.  Closing Date/Time: 4/8/2024 11:59:00 PM
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        Introduction  This examination is being given to fill one vacancy in the Human Services Agency and may be used to establish an eligible list to fill future vacancies. Resumes will not be accepted in lieu of an application. A completed application must be postmarked or received online by the final filing deadline.     All offers of employment are contingent upon successfully passing a pre-employment drug screening, an arduous physical, a pre-employment background check, and a DOJ Live Scan fingerprint.   Effective July 2024 - 4% Cost of Living Adjustment increase     Effective July 2025 - 3% Cost of Living Adjustment increase     The following incentives and bonuses may beavailable for eligible new hires.Incentives and bonuses are subject to approval by Human Resources:       §    Vacation Accrual Rate   : San Joaquin County vacation accrual rate consistent with the candidate's total years of public service.     §    Sick Leave   : Candidates leaving other employment may receive credit for actual non-reimbursable sick leave hours (up to 160 hours) from their last agency. Hours shall be subject to San Joaquin County's minimum sick leave cash out provisions.     §    New Hire Retention Bonus   :       $2,000   upon completion of first year equivalent employment (2,080 hours)       $1,000   upon completion of third year equivalent employment (6,240 hours)       $3,000   upon completion of sixth year equivalent employment (12,480 hours)     NOTE: All correspondences relating to this recruitment will be delivered via e-mail. The e-mail account used will be the one provided on your employment application during time of submittal. Please be sure to check your e-mail often for updates. If you do not have an e-mail account on file, Human Resources will send you correspondences via US Mail.     TYPICAL DUTIES  §  Assesses applicant eligibility for participation in weatherization and rehabilitation programs; estimates work needed to be performed on dwellings to meet weatherization standards, rehabilitations guidelines, and codes.   §  Serves as lead person over workers performing various duties involved in weatherizing and repairing residential dwellings; trains new employees, trainees and program participants.   §  Repairs or fabricates doors, door frames, and window frames; installs locksets and dead bolts; repairs and replaces glass, including caulking, glazing, and window repair.   §  Prepares attics and installs insulation; installs water heater blankets, weather stripping, ceiling fans, gaskets, pipe insulation, thermostats, and various water flow restricting devices; installs and frames window coolers.   §  Tests gas appliances for carbon monoxide out put, drafting, ventilation and safe operation; places unsafe appliances out of service and arranges for repair or replacement; conducts tests to detect leaks and drafts; locates leaks and repairs vents, ducts, gaps in doors, windows, or walls.   §  Patches holes in walls and cracks in exterior; performs rehabilitation repairs; replaces toilets, sub floor, and floor covering; performs light carpentry and sheetrock.   §  Operates a variety of motorized tools, equipment, and vehicles, and performs minor maintenance of same; uses hand tools common to the building trades.   §  Reads, interprets, and works from sketches, diagrams or simple blueprints; may forecast material needs and order supplies; loads various building materials and supplies on to truck; maintains accurate inventory of all building supplies; maintains routine records; may prepare routine reports.   MINIMUM QUALIFICATIONS    EITHER I         Experience    :   Three years of semi-skilled experience in at least one of the building trades.     OR         Experience    :   18 months as a Weatherization Specialist in San Joaquin County Service.     License    :   Possession of valid California driver’s license.   KNOWLEDGE  The basic methods, practices, tools, and materials used in multiple building maintenance trades; occupational hazards and safety precautions.   ABILITY  Train and lead workers of lesser skill and experience in work as necessary; perform semi-skilled work in a variety of building trades; understand and follow oral and written instructions; write simple notations and prepare simple reports; do heavy lifting and manual labor; maintain effective working relationships; deal effectively with members of the public, solve installation problems; make decisions about correct utilization of Weatherization materials and methods.   PHYSICAL/MENTAL REQUIREMENTS    Mobility  -Stand for long periods of time; push and pull; bend and squat; drive; operate heavy equipment; climb stairs; crawl; work in tight spaces such as attics; lift and carry up to 100 pounds;   Visual  -Overall vision sufficient to read close-up; color perception; eye-hand coordination;   Dexterity  -Reaching; grasping; repetitive motion; writing; use of hand tools such as hammer, screwdriver, power tools, saws;   Hearing/Talking  -Hear on the telephone/radio; hear faint sounds; talk on telephone/radio;   Emotional/Psychological Factors  -Public contact; decision making; heights; working alone; occasional working weekends/nights/overtime;   Environmental Conditions  -Noise; dirt dust smoke, fumes, poor ventilation; indoor and outdoor temperature conditions.    San Joaquin County complies with the Americans with Disabilities Act (ADA) and, upon request, will consider reasonable accommodations to enable individuals with disabilities to perform essential job functions.  Equal Opportunity Employer  San Joaquin County is an Equal Employment Opportunity (EEO) Employer and is committed to providing equal employment to all without regard to age, ancestry, color, creed, marital status, medical condition, national origin, physical or mental disability, political affiliation or belief, pregnancy, race, religion, sex, or sexual orientation. For more information go to  Equal Employment Opportunity Division (sjgov.org) .    Accommodations for those covered by the Americans with Disabilities Act (ADA):    San Joaquin County complies with the Americans with Disabilities Act and, upon request, will consider reasonable accommodations to enable individuals with disabilities to perform essential job functions.  BENEFITS  Employees hired into this classification are members of a bargaining unit which is represented bySEIU Local 1021 .      Health Insurance :    San Joaquin County provides employees with a choice of three health plans: a Kaiser Plan, a Select Plan, and a Premier Plan. Employees pay a portion of the cost of the premium. Dependent coverage is also available.      Dental Insurance :   The County provides employees with a choice of two dental plans: Delta Dental and United Health Care-Select Managed Care Direct Compensation Plan. There is no cost for employee only coverage in either plan; dependent coverage is available at the employee’s expense.      Vision Insurance :    The County provides vision coverage through Vision Service Plan (VSP). There is no cost for employee only coverage; dependent coverage is available at the employee’s expense.     For more detailed information on the County’s benefits program, visit our website at  www.sjgov.org  under Human Resources/Employee Benefits.       Life Insurance :   The County provides eligible employees with life insurance coverage as follows:      1 but less than 3 years of continuous service:  $1,000  3 but less than 5 years of continuous service:  $3,000  5 but less than 10 years of continuous service:  $5,000  10 years of continuous service or more:   $10,000      Employee may purchase additional term life insurance at the group rate.      125 Flexible Benefits Plan :   This is a voluntary program that allows employees to use pre-tax dollars to pay for health-related expenses that are not paid by a medical, dental or vision plan (Health Flexible Spending Account $2550 annual limit with a $500 carry over); and dependent care costs (Dependent Care Assistance Plan $5000 annual limit).      Retirement Plan   : Employees of the County are covered by the County Retirement Law of 1937. Please visit the San Joaquin County Employees’ Retirement Association (SJCERA) at  www.sjcera.org  for more information. NOTE: If you are receiving a retirement allowance from another California county covered by the County Employees’ Retirement Act of 1937 or from any governmental agency covered by the California Public Employees’ Retirement System (PERS), you are advised to contact the Retirement Officer of the Retirement Plan from which you retired to determine what effect employment in San Joaquin County would have on your retirement allowance.      Deferred Compensation   :The County maintains a deferred compensation plan under Section 457 of the IRS code. You may annually contribute $22,500 or 100% of your includible compensation, whichever is less. Individuals age 50 or older may contribute to their plan, up to $30,000.The Roth IRA (after tax) is also now available.      Vacation   : Maximum earned vacation is 10 days each year up to 3 years; 15 days after 3 years; 20 days after 10 years; and 23 days after 20 years.      Holidays   :  Effective July 1, 2017, all civil service status employees earn 14 paid holidays each year. Please see the appopriate MOU for details regarding holidays, accruals,use, and cashability of accrued time.      Sick Leave   : 12 working days of sick leave annually with unlimited accumulation. Sick leave incentive : An employee is eligible to receive eight hours administrative leave if the leave balance equals at least one- half of the cumulative amount that the employee is eligible to accrue. The employee must also be on payroll during the entire calendar year.      Bereavement Leave   : 3 days of paid leave for the death of qualifying family member, 2 additional days of accrued leave for death of employee’s spouse, domestic partner, parent or child.      Merit Salary Increase   : New employees will receive the starting salary, which is the first step of the salary range. After employees serve 52 weeks (2080 hours) on each step of the range, they are eligible for a merit increase to the next step.      Job Sharing   : Employees may agree to job-share a position, subject to approval by a Department Head and the Director of Human Resources.      Educational Reimbursement Program   : Eligible employees may be reimbursed for career-related course work up to a maximum of $850 per fiscal year. Eligible employees enrolled in an approved four (4) year College or University academic program may be reimbursed up to $800 per semester for a maximum of $1600 per fiscal year.      Parking Supplemental Downtown Stockton:    The County contributes up to $20 per pay period for employees who pay for parking and are assigned to work in the Downtown Core Area.      School Activities   : Employees may take up to 40 hours per year, but not more than eight (8) hours per month, to participate in their children’s school activities.   Selection Procedures  Applicants who meet the minimum qualifications will go through the following examination process:      Written Exam : The civil service written exam is a multiple choice format. If the written exam is administered alone, it will be 100% of the overall score. Candidates must achieve a minimum rating of 70% in order to be placed on the eligible list.        Oral Exam : The oral exam is a structured interview process that will assess the candidate’s education, training, and experience and may include a practical exercise. The oral exam selection process is not a hiring interview. A panel of up to four people will determine the candidate’s score and rank for placement on the eligible list. Top candidates from the eligible list are referred for hiring interviews. If the oral exam is administered alone, it will be 100% of the overall score. Candidates must achieve a minimum rating of 70% in order to be placed on the eligible list.        Written & Oral Exam : If both a written exam and an oral exam is administered, the written exam is weighted at 60% and the oral exam is weighted at 40% unless otherwise indicated on the announcement. Candidates must achieve a minimum rating of 70% on each examination in order to be placed on the eligible list.        Rate-out : A rate-out is an examination that involves a paper rating of the candidate’s application using the following criteria: education, training, and experience. Candidates will not be scheduled for the rate-out process.      Note: The rating of 70 referred to may be the same or other than an arithmetic 70% of the total possible points.    OnlineWritten Exams : Written exams may be administered online. Candidates will be notified of the examination date and will be responsible to complete the written exam within a given period of time (typically within five calendar days). Candidates are required to read the Online Exam Guide for Test Takers prior to taking an online written exam.  The link to the guide is here: Online Exam Guide For Test Takers   PLEASE NOTE:     Online exams must be completed in one sitting and can only be taken once       Candidates will have access to an online exam within the allotted time only       A steady internet connection is highly recommended       The allotted time will still continue if a candidate closes the window or gets disconnected       Once the allotted time expires, access to the exam will be unavailable       Microsoft is no longer supporting Internet Explorer . Therefore, it is recommended that candidates do not use Internet Explorer to complete online written exams.   Candidates that do not have access to a computer can contact the Human Resources office at (209)468-3370 for information on accommodations.   Testing Accommodation : Candidates who require testing accommodation under the Americans with Disabilities Act (ADA) must call Human Resources Division at (209) 468-3370 prior to the examination date.    Veteran’s Points : Eligible veterans, unmarried widows and widowers of veterans of the United States Armed Forces who have been honorably discharged and who have served during wartime shall be given veteran’s points in initial appointment to County service. Eligible veterans receive 5 points and eligible disabled veterans receive 10 points. Disabled veterans must submit a recent award letter stating a 10% service connected disability issued by the United States Veterans Administration.Note: A copy of your DD214 showing the discharge type must be received in the Human Resources by the date of the examination.   Acceptable wartime service dates:     September 16, 1940 to December 31, 1946     June 27, 1950 to January 31, 1955     August 5, 1964 to May 7, 1975     Persian Gulf War, August 2, 1990, through a date to be set by law or Presidential Proclamation.        Eligible Lists : Candidates who pass the examination will be placed on an eligible list for that classification. Eligible lists are effective for nine months, but may be extended by the Human Resources Director for a period which shall not exceed a total of three years from the date established.    Certification/Referral :Names from the eligible list will be referred to the hiring department by the following methods.      Rule of the Rank :The top rank orranks of eligibles will be referred for hiring interviews. The minimum number of names to be referred will be equal to the number of positions plus nine, or 10% of the eligible list, whichever is higher. When fillingnine or more positions in a department at the same time, the top rank or ranks will be referred and the minimum number of names shall be two times the number of positions to be filled or 10% of the eligible list, whichever is higher. This applies only to open competitive recruitments.        Rule of Five : The top five names will be referred for hiring interviews. This applies only to department or countywide promotional examination.      Physical Exam :Some classifications require physical examinations. Final appointment cannot be made until the eligible has passed the physical examination. The County pays for physical examinations administered in its medical facilities.    Pre-Employment Drug Screening Exam : Some classifications require a new employee successfully pass a pre-employment drug screen as a condition of employment. Final appointment cannot be made until the eligible has passed the drug screen. The County pays for the initial drug screen.    Employment of Relatives :Applicants who are relatives of employees in a department within the 3rd degree of relationship, (parent, child, grand parent, grand child or sibling) either by blood or marriage, may not be appointed, promoted, transferred into or within the department when;     They are related to the Appointing Authority or     The employment would result in one of them supervising the work of the other.       Department Head may establish additional limitations on the hiring of relatives by departmental rule.    Proof of Eligibility :If you are offered a job you will be required to provide proof of U.S. citizenship or other documents that establish your eligibility to be employed in the U.S.  HOW TO APPLY    Apply Online:       www.sjgov.org/department/hr      By mail or in person:       San Joaquin County Human Resources     44 N. San Joaquin Street Suite 330     Stockton, CA 95202     Office hours:     Monday - Friday 8:00 am to 5:00 pm; excluding holidays.     Phone: (209) 468-3370     Job Line:      For currentemployment opportunitiesplease callour 24-hour job line at (209) 468-3377.       When a final filing date is indicated, applications must be filed with the Human Resources Division before 5:00 p.m. or postmarked by the final filing date. Resumes will not be accepted in lieu of an application. Applications sent through county inter-office mail, which are not received by the final filing date, will not be accepted. ( The County assumes no responsibility for mailed applications which are not received by the Human Resources Division) .       San Joaquin County Substance Abuse Policy:   San Joaquin County has adopted a Substance Abuse Policy in compliance with the Federal Drug Free Workplace Act of 1988. This policy is enforced by all San Joaquin County Departments and applies to all San Joaquin County employees.       Equal Opportunity Employer  : San Joaquin County is an Equal Employment Opportunity (EEO) Employer and is committed to providing equal employment to all without regard to age, ancestry, color, creed, marital status, medical condition, national origin, physical or mental disability, political affiliation or belief, pregnancy, race, religion, sex, or sexual orientation. For more information go to   www.sjgov.org/department/hr/eeo   .       Click on a link below to apply for this position:   Fill out the Supplemental Questionnaire and Application NOW using the Internet.  Apply Online  View and print the Supplemental Questionnaire.  This recruitment requires completion of a supplemental questionnaire. You may view and print the  supplemental questionnaire here .  View and print the official application form as an Acrobat pdf file.      A San Joaquin County application form is required for this recruitment. You may print this Acrobat PDF document and then fill it in. Contact us via conventional means. You may contact us by phone at (209) 468-3370, or by  email , or apply for a job in person at the San Joaquin County Human Resources Division.  Closing Date/Time: 4/8/2024 11:59:00 PM
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