JOB OPPORTUNITY
NOW HIRING

California State Auditor
Bureau of State Audits

STAFF SERVICES MANAGER II (Managerial)—4969 /] Y10
Or

STAFF SERVICES MANAGER III—4802 /JYo5

PERMANENT /FULL TIME EMPLOYMENT

SALARY RANGE: Staff Services Manager II (Managerial) Staff Service Manager III
$6,173.00 - $6,868.00 $6,799.00 - $7,474.00

WORKING TITLE:  Program Review and Communication Specialist

DUTIES: Under the direction of the Chief of Public Affairs, the Program Review and Communication Specialist
will independently perform as well as assist in performing varied and critical services for the State Auditor with
respect to public affairs, professional practices and program review, public inquiries and information requests,
and in the formulation of policies, plans, and procedures to achieve the goals and mission of the Bureau of State
Audits (bureau). Areas of responsibility include, but are not limited to:

* Assisting in Administrative and Audit Policy development and implementation working closely with the
bureau’s Deputy State Auditors and Chief Legal Counsel.

* Planning, coordinating and implementing the bureau’s quality control process and conducting internal
audits of various aspects of the bureau’s policies and procedures to assure the integrity of the bureau'’s
work and to identify opportunities and make recommendations to increase efficiency and effectiveness.

* Assisting in the planning, development, implementation and evaluation of protocols and procedures
related to the Public Affairs and advising the Chief of Public Affairs on marketing strategies and public
relations material.

* Preparing press releases, report fact sheets, and audit highlights for bureau reports, and preparing
special reports and publications.

*  Working closely with IT in website development and maintenance including developing content and
providing input on design.

* Monitoring the daily media clips regarding the Bureau of State Audit’s office or products, and any
pertinent news relating to ongoing work in the area.

* Managing all external inquiries and public records requests before, during, and after audits are issued
and for other administrative records, policies, procedures.

* Assisting in establishing and fostering relationships with professional local and national associations
and standard setting bodies (including standards boards and federal agencies).



* Assisting in assessing impact of proposed standards to bureau operations and formulating responses on
behalf of the bureau.

* Assisting the Chief of Public Affairs in representing the Bureau of State Audits with the public, state and
national professional organizations, other state auditors’ offices regarding audit standards, quality
control, and professional development;

*  Working closely with bureau staff as necessary.

e Other duties and projects as assigned.

Duties will be commensurate with level of appointment.

DESIRABLE QUALIFICATIONS:

Knowledge of: Public sector intricacies - how state, local and federal government work including legislative
processes; professional associations and standard setting bodies; marketing strategies; and communicating
effectively with the public and the press.

Ability to: Communicate and work with staff at various levels and with the public; establish and maintain
effective communications with professional associations, standard setting bodies, and press; write, effectively
for both marketing material or internal policies and procedures; interpret standards of the profession.

HOW TO APPLY: Complete a standard state application (STD. 678). Send or deliver the completed application
to:

Location Contact
Bureau of State Audits Lynne Gaal
555 Capitol Mall, Suite 300 (916) 445-0255, ext. 226

Sacramento, California 95814

*#*kkx*In the ‘remarks’ section of the STD. 678 state your eligibility to apply for this position.

FINAL FILING DATE: UNTIL FILLED

SELECTION PROCESS: Candidates who have lateral transfer eligibility or who have current employment list
eligibility may apply. After an initial screening of applications, bureau personnel will select only the most
qualified candidates for an interview. The appointment will be made in accordance with applicable personnel
laws and rules.

Upon appointment, all employees of the bureau are subject to fingerprinting and having a background check
conducted.

All Bureau of State Audit employees are excluded from collective bargaining.

EQUAL OPPORTUNITY TO ALL REGARDLESS OF RACE, COLOR, RELIGIOUS CREED, NATIONAL ORIGIN
ANCESTRY, SEX, MARITAL STATUS, DISABILITY, POLITICAL AFFILIATION, AGE, OR SEXUAL ORIENTATION

IT IS AN OBJECTIVE OF THE STATE OF CALIFORNIA TO ACHIEVE A DRUG-FREE STATE WORK PLACE. ANY APPLICANT FOR STATE EMPLOYMENT
WILL BE EXPECTED TO BEHAVE IN ACCORDANCE WITH THIS OBJECTIVE BECAUSE THE USE OF ILLEGAL DRUGS IS INCONSISTENT WITH
THE LAW OF THE STATE, THE RULES GOVERNING CIVIL SERVICE AND THE SPECIAL TRUST PLACED IN PUBLIC SERVANTS.




