EMPLOYMENT OPPORTUNITY BULLETIN

www.dof.ca.gov

STATE OF CALIFORNIA

DEPARTMENT OF FINANCE

915 L STREET, SACRAMENTO, CA 95814

* AN EQUAL OPPORTUNITY EMPLOYER * COMMITTED TO A DRUG-FREE STATE WORKPLACE -

Are you looking for a position in a fast-paced, prestigious organization with great potential for personal development and career
advancement? Would you find working with the top management in State Government and with the State Legislature exciting
and rewarding? If so, the Department of Finance offers a broad range of professional career paths in such areas as budgeting,
accounting and auditing, information technology, economic and population research, and general administration.

Look no further, apply today!

Executive Assistant (Permanent/Full Time)
Office Technician may be considered for recruitment purposes

SALARY RANGE:
$3,438 -$4,303

FINAL FILING DATE:
October 28, 2016

QUESTIONS ABOUT THE JOB:

Chris Lief

(916) 445-9694

(916) 324-6547 TDD*

E-mail: Chris.Lief@dof.ca.gov

SEND APPLICATION TO:

Department of Finance
Attn: Jolynn Sanchez
Human Resources Office
915 L Street, Suite 1235
Sacramento, CA 95814

WHO MAY APPLY:

Current state employees at the Executive
Assistant level, those within transfer range, or
individuals who have list eligibility. Appointments
may also be considered at the Office Technician
(Typing) or Executive Secretary | level. Please
indicate the basis of your eligibility (i.e. SROA,
surplus, reemployment, reinstatement, transfer,
or list eligible) in the explanation section of the
application. For more information on Minimum
Qualifications, please visit the California
Department of Human Resources (CalHR)
website: http://www.calhr.ca.gov/state-hr-
professionals/pages/job-descriptions.aspx

POSITION DESCRIPTION:

Under the direction of the Assistant Program Budget Manager

(CEA B) for the Capital Outlay Unit, the incumbent is responsible for
all secretarial and routine administrative duties related to the State
Public Works Board (PWB), the Golden State Tobacco Securitization
Corporation, and Legislation. This position is responsible for the
efficient functioning of PWB, members of which are the Director of
Finance, Director of Transportation, Director of General Services,
State Treasurer, and State Controller. The position is one of two
responsible for providing support services to the efficient functioning
of the unit and backs up other administrative staff.

DESIRABLE QUALIFICATIONS:

e Service oriented with strong interpersonal skills, including the
ability to gain the confidence and cooperation of others to
establish and maintain good working relationships

e Proven time management, including the demonstrated ability to
plan, organize, and prioritize a sensitive/complex workload

e Experience in reviewing, evaluating, and editing documents to
produce quality, error-free work products

e Ability to work with strict deadlines, under pressure, and easily
adapt to changing priorities

o Dependability, flexibility, reliability, patience, poise, and tact.

e Ability to communicate both orally and written to effectively
exchange information and/or provide direction to staff and others.

e Good independent judgment, initiative, and creativity

e Ability to obtain and maintain notary public certificate; provide
notary public services for PWB bond sales and for other
department requirements, as needed



http://www.calhr.ca.gov/state-hr-professionals/pages/job-descriptions.aspx
http://www.calhr.ca.gov/state-hr-professionals/pages/job-descriptions.aspx

In order to be considered for this position,
applicants must submit a State of California
application, resume, and cover letter to the
Department of Finance, Human Resources
Office.

Applications will be screened and only the most
qualified will be scheduled for interviews. All
appointments are subject to applicable
personnel rules.




