Vacancy Notice
Posted: 10/14/14

Classification Title: Staff Services Manager I
Location: Sacramento

Position Number: 813-093-4800-XXX 

Time Base: Full-Time 

Tenure: Permanent 

Salary: $ 5,079.00 - $6,127.00
Final Filing Date: October 28, 2014
Contact: 

Neva Fairrington
721 Capitol Mall 

Sacramento, CA 95814 

Phone Number: 916-558-5813
Job Description: 
The California Committee on Employment of People with Disabilities (CCEPD) is a statewide committee charged in statute with: (1) consulting and advising the California Labor and Workforce Development Agency (LWDA) and Health and Human Services Agency (CHHS) on all issues related to full inclusion in the workforce of persons with disabilities, including development of a comprehensive strategy; and (2) coordination and leadership of efforts to increase inclusion in the workforce of persons with disabilities including, but not limited to, one annual event for youth with disabilities. 
Staff Services Manager I

Under the general direction of the CCEPD Executive Officer, the Staff Services Manager I is responsible for direct supervision of Committee staff to ensure effective implementation of the Committee’s financial, operations, and administrative functions, including, but not limited to:. 
· Development, management, and monitoring of Committee policies and procedures, budget, contracts, billing and invoices as well as other support and administrative activities in accordance with California’s Workforce Inclusion Act, Assembly Bill 925 and amended in Assembly Bill 119;
· Committee meeting planning and logistics, including implementation of workgroups, data analysis, preparation of materials, and compliance with Bagley-Keene Open Meeting Act requirements; and
· Coordination and leadership of the Committee’s annual event for youth with disabilities, the California Youth Leadership Forum for Students with Disabilities (YLF).
Desired Qualifications:

Ability to: Direct, motivate, and manage the work of Committee staff; plan, execute, monitor, and close Committee-related projects; establish and maintain positive and productive working relationships with internal and external stakeholders, including members of the Committee and disability community; and excellent oral and written communication and decision making skills.
Knowledge of: budgeting, financial, contract, procurement, and project management; methods of administrative problem solving; disability employment policy at the national, state, and local levels; the organization and functions of California State Government; principles and practices of policy formulation and development; the Department’s mission and goals; and the organization and operation of the model California Youth Leadership Forum for Students with Disabilities (YLF). 
Special Personal Characteristics:
· Personal experience with disability preferred; 
· Experience working with Boards and Committees and the disability community preferred; and 
· Willingness to travel.

Who May Apply: Individuals who have eligibility for appointment to the above class (e.g., transfer, list, reinstatement). Employment provisions as outlined by the Department of Personnel Administration's State Restriction of Appointments (SROA) policy will prevail. Applications may be screened based upon skill set and only the most competitive applicants will be interviewed. 

Application Instructions: To apply, complete the following steps:

If you would like to apply, you must complete the following steps…

1. Create a profile on the jobs.ca.gov website.

2. You will need to complete the profile information and a Standard State Application (STD678) in printed format to mail in. STD678 is available at www.calhr.ca.gov
3. Note: You will need to take and pass the Staff Services Manager I online examination located at https://exams.spb.ca.gov/exams/ssm1/ in order to be eligible for application and potential interview. (Please note that the login information for the examination is the same as for your profile located at jobs.ca.gov)

4. Mail your Standard Application (STD678), Resume, and Statement of Qualifications to:

Department of Rehabilitation

ATTN: Neva Fairrington, 3rd Floor

721 Capitol Mall

Sacramento, CA 95814

*Be sure to indicate on your statement of qualifications that you are applying for the SSMI position with CCEPD.

PAS#130485
