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	EMPLOYMENT
       OPPORTUNITY
	1.  RPA #
[bookmark: Text25][bookmark: _GoBack][bookmark: Text85]009903 –OSP
14/15 FY
ANALYST’S INITIALS
[bookmark: Text30]NSW
DATE
[bookmark: Text31]04/17/15


	YOU MUST BE A PERMANENT OR PROBATIONARY STATE EMPLOYEE, A FORMER PERMANENT OR PROBATIONARY EMPLOYEE OR ON AN EMPLOYMENT LIST FOR THIS CLASSIFICATION IN ORDER TO APPLY FOR THIS POSITION.

	CLASS TITLE
[bookmark: Text2][bookmark: Text37]Office Technician (TYP)      
	POSITION NUMBER
[bookmark: Text83][bookmark: Text19][bookmark: Text20][bookmark: Text21]307-900-1139-902
	TENURE
[bookmark: Dropdown1][bookmark: Text22] 24 MONTHS
	TIME BASE
[bookmark: Dropdown4][bookmark: Text24]      
	CBID
[bookmark: Text6]R04

	OFFICE OF
[bookmark: Text88]State Publishing
	LOCATION OF POSITION (CITY or COUNTY)
[bookmark: Text71]Sacramento
	 SALARY
Rg A 
$2,740.00-3,429.00
     
     
     

	SEND APPLICATION TO:
[bookmark: Text87]Office of State Publishing
[bookmark: Text86]Legislative Bill Room
1303 10TH Street, Room B-32
[bookmark: Text35]Sacramento, CA  95814
[bookmark: Text32]Attn:  	Lily Hitomi
	RPA #9903-OSP
	REPORTING LOCATION OF POSITION
[bookmark: Text81]State Capitol, 1303 10th Street, B-32, Sac., CA 95814  
	

	
	SHIFT AND WORKING HOURS
 - 8:00 AM to 5:00 PM
	

	
	WORKING DAYS, SCHEDULED DAYS OFF
[bookmark: Text78][bookmark: Text79][bookmark: Text80]MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER
(916)  445-2323
	PUBLIC PHONE NUMBER
(   )     -    
	POST & BID FILE BY: 
not applicable

	
	SUPERVISED BY AND CLASS TITLE
[bookmark: Text82]Lily Hitomi, Staff Services Manager I
	FILE BY
04/27/15



	> Please reference RPA # 009903-OSP and state your eligibility in examination title box  or the explanation section on  your State Application form (Std. 678)<br>
<br<br>
The Department of General Services’ (DGS) Core Values and Employee Expectations are key to the success of the Department’s Mission. That mission is to “Deliver results by providing timely, cost-effective services and products that support our customers.”   DGS employees are to adhere to the Core Values and Employee Expectations, and to perform their duties in a way that exhibits and promotes those values and expectations. <br>
<br>
SELECTION CRITERIA - The selection criteria will be in the following order: <br> 
· SROA/Surplus eligibles will be considered prior to other recruitment methods. <br><
· Transfers, reinstatements, or recruitment from the employment list may be considered.  Consideration may be given to applicants who are on a DGS employment list or on another department’s employment list.  <br><>
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. <br><
<br>
This position requires that the successful candidate take and pass
a physical examination with a physical capacity lifting test.  <br> <
<br>
“Applicants may be subject to a fingerprint and/or background check.”<br>
<br>
The performance of the duties will be accomplished in accordance with the guidelines of the Department of General Services (DGS), Office of State Publishing (OSP) Operations Manual policies and procedures, Federal and State laws, Legislative processes, customer based needs, rules and regulations regarding health and safety under the California Occupational Safety and Health Administration (CalOSHA), California Department of Motor Vehicles Driver’s handbook rules and regulations and all other health and safety regulated industry standards.<br>
<br>
ESSENTIAL FUNCTIONS<br>>
Provides general clerical support for the Legislative Bill Room to ensure the daily legislative bills are accounted for, inputted and maintained into the Microsoft Point of Sale Retail Management System used to order from our web store as requested by our customer’s needs.
· Type in identification, detailed descriptions and pricing information into the web store by utilizing a computer for all new items available for our customers. This task can entail typing numerous items per day.
>




	
CALIFORNIA STATE GOVERNMENT  EQUAL OPPORTUNITY TO ALL REGARDLESS OF RACE, COLOR, CREED, NATIONAL ORIGIN, ANCESTRY, SEX, MARITAL STATUS, DISABILITY, RELIGIOUS OR POLITICAL AFFILIATION, AGE OR SEXUAL ORIENTATION.   IT IS THE OBJECTIVE OF THE STATE OF CALIFORNIA TO ACHIEVE 
A DRUG FREE 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, CIVIL SERVICE RULES, AND A SPECIAL TRUST PLACED IN PUBLIC SERVANTS.
DGS JOB HOTLINE PHONE (916) 322-5990                            CALIFORNIA RELAY SERVICE FROM TDD PHONES 1-800-735-2929
GS1T (REV. 1/98) - BPM 03/00



	 CLASS TITLE
Office Technician (TYP)
	POSITION NUMBER
307-900-1139-902
	RPA NUMBER
009903-OSP14-15 FY
	FILE BY
04/27/15

	Accounting and Retail Orders <br>
Ensures all Legislative publication orders placed by the customer via the web store, fax, email, telephone and U.S. postal mail are identified, deciphered and verified based on type, amendment/revision, fiscal year, etc. to determine if the request falls under the parameters of the Legislative Joint Rule 13 or otherwise for accurate processing for billing and distribution according to the customer needs:<br>
· Retrieve all orders from the various electronic formats (web storefront, fax, email and telephone), U.S. postal service as well as the public counter for timely processing.<br>
· Review and process all orders for accuracy, criteria and availability.<br>
· Ensure that items ordered are available.  If item is out-of-stock request an immediate replenishment.
· Find out lead times and inform customer on any delays of their request.<br>
· Process purchase orders based on verified order received by the customer into the point of sales system (cash registers) or process credit card sales manually or through credit card slider.<br>
· Opens all office mail for customer orders and distribute according to type of order.<br>>
· Process all customer mail orders received daily.<br>
· Request items needed from OSP headquarters in order to fill the customer request should stock be depleted.<br> 
· Open and close the cash registers at the start and end of business daily.<br> 
· Run the end-of-day reports from the cash drawers and ensure that the cash registers balance in order to close and secure the registers.<br>
· Troubleshoot cash register discrepancies and identify and document the reason for the discrepancies.<br>
· Inform the Staff Services Analyst should the cash register discrepancies do not balance.<br>
· Identify and report any electronic system problems to Enterprise Technology Solutions (ETS) or the appropriate software vendor as needed.<br>
<br>
Customer Inquiries <br>
Assists customers with telephone inquiries, directs calls to the appropriate staff or location and contacts customers to verify orders placed either by telephone, public counter or online.<br<>>
· Answer office phones (4 telephone lines).<br<>>
· Answer questions regarding the Legislative process.< <<br>r>
· Direct the public to the appropriate office if the request is not handled by our office.<b<<br>
<<br>
Clerical
Provides general clerical support using a computer with Microsoft Office (Word, Access and Excel) software, in accordance with the DGS Correspondence Style and Format Guide and established guidelines as well as utilizes digital print on demand printer.  <<br>
· Type and edit sensitive correspondence, statistical reports for the manager to review.  <<br>
· Review and verify various correspondences for the manager and Bill Room staff checking for format, grammatical and typographical errors, and may make necessary corrections prior to signature.  <<br>
· Type mailing labels for all mail out orders.  <<br>
<<br>
Subscription Services <br>
Assists the Staff Services Analyst in processing subscription orders by ensuring all appropriate information is provided based on the customer requests and work with customers on establishing billing services or re-establishing billing services as needed.<br>
· Ensure payment is included with the subscription order before processing request. <br>
· Contact the customer to receive payment for subscription orders if not attached.<br>
· Process the payment information to the point of sale system once received.<br>
· Update customer accounts as necessary if the customer previously subscribed. <<br>

Office Supplies, Equipment and Inventory <br>
Ensures that all office supplies including Legislative bills are maintained, physically inventoried, and ordered as needed as well as maintenance on digital print on digital printer in order to maintain the unit’s daily operational needs as directed by the customer and OSP management.<br>
· Troubleshoot problems with office equipment, i.e., fax, copier, registers and request service as necessary and ensure that equipment is maintained.<br<<r>>
· Maintain supplies for all office equipment, i.e., toner, drums, paper, register tape, etc.<b<<br>r>
· Maintain a supply of all Legislative bills for customer requests.<br><r>
· Request additional copies of Legislative bills when inventory is below the threshold. (This involves 6,000 different bills.)< <<br>r>
· Prepare plant requisitions to request purchases and services as needed on office equipment.<br
· Request service maintenance and supplies as needed on digital print on demand printer.  R<<br>e
br>
MARGINAL FUNCTIONS <br>
Deliveries and Pickup <br>
Makes deliveries and picks up supplies, customer orders and miscellaneous items from OSP headquarters driving a state vehicle to and from the State Capitol per unit, customer or other needs. <br>
· Deliver and pickup items from various units within our main office. <br>
· Ensure the state vehicle is well maintained, which includes but not limited to filling of fuel and/or charged and ready to go at all times.  <br>
<br>
Overtime may be required due to job requirements such as but not limited to administrative support, Legislative and/or office management needs.<br>
<br>
KNOWLEDGE AND ABILITIES<br>
Knowledge of: <br>
Modern office methods, supplies and equipment, business English and correspondence; principles of effective training.<br>
<br>
Ability to: <br>
Perform difficult clerical work, including ability to spell correctly; use good English; make arithmetical computations; operate various office machines; follow oral and written directions; evaluate situations accurately and take effective action; read and write English at a level required for successful job performance; make clear and comprehensive reports and keep difficult records; meet and deal tactfully with the public; apply specific laws, rules and office policies and procedures; prepare correspondence independently utilizing a wide knowledge of vocabulary, grammar and spelling; communicate effectively; provide functional guidance. <br>
<br>
SPECIAL REQUIREMENT<br>
Ability to:  Type at a speed of not less than 40 words per minute from ordinary manuscript or printed or typewritten material.<br>
<br>
SPECIAL PERSONAL CHARACTERISTICS<br>   
A demonstrated interest in assuming increasing responsibility.<br>
<br>
ADDITIONAL DESIRABLE QUALIFICATION<br>
Education equivalent to completion of the twelfth grade.<br>
<br>
DESIRABLE QUALIFICATIONS<br>
Special Personal Characteristics<br>
· Demonstrate good organization and time management skills.<br> 
· Ability to prioritize multiple tasks and meet deadlines.<br>
· Knowledge of use of the Internet and experience with computers.<br>
· Knowledge of the Legislative process.<br>
· Driver will maintain a valid class “C” license and satisfactory driving record for operation of any two-axle single-motor vehicle.<br>
· Ability to drive safely between three office locations.<br> 
· Maintain the vehicle(s) in a clean and good running condition at all times.<br>
· Provide good customer service skills.<br>
· Ability to work with digital print equipment. <br>
· Ability to be punctual, reliable and dependable.<br>
· Demonstrate an interest in assuming increasing responsibility.<br> 
· Ability to handle multiple telephone lines and handle calls professionally and with good judgment.<br>
· Able to handle matters with discretion.<br>
· Able to adapt to change.<br>
· Able to handle difficult people.<br>
· Able to display a positive attitude.<br> 
· Ability to comprehend, follow and apply rules regarding checks and balances of the cash drawer.<br>
<br>


Interpersonal Skills<br>
· Must have mental alertness and use tact when communicating with clients and OSP staff.<br>
· Promote teamwork and be proficient as a team member with all OSP units.<br>
· Communication skills; speak and write in a clear and concise manner.<br>
· Possess characteristics commensurate with the Department’s core values.<br>  
· Work efficiently and effectively as well as cooperatively with all staff.<br>
· Work overtime as needed to meet work commitments which may include weekends, nights and/or holidays.<br>
· Understand and comply with OSP, DGS and unit office rules, policies, and procedures at all times.<br>
· Understand written and verbal instructions and communication.<br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES<br>
Work Expectations:<br>
· Promote and is accountable for customer satisfaction to internal and external clients.<br>
· Proficient with a computer and related software programs such as Word, PAL, Excel and point of 
sales (POS) systems.<br>
· Ability to develop and present alternatives and recommendations.<br>  
· Arrive to work on time and is fully accountable for working an 8-hour work day.<br>
· Work in an office environment for majority of the work day and ability to travel between state offices as needed.<br>
<br>
Physical Abilities:<br>
· Frequent use of a personal computer and telephone at a work station.<br>
· Exert up to 25 pounds of force occasionally and use of hand carts, etc to move heavier loads or ability to batch in smaller or minimal weight amounts.<br>  
· Required stooping and bending when loading, delivering and picking up deliveries while applying safe and proper lifting techniques.<br>
· Stay alert when driving.<br>
· Work environment occasionally involves exposure to unusual elements such as dust, change in weather temperature and ability to work in all weather conditions.<br>
<br>
Mental Abilities:<br>
· Work well under pressure.<br>
· Requires ability to handle stress and deadlines.<br>
· Must follow safe driving practices and rules at all times.<br>
<br>
Safety:<br>
Follow all OSP safety rules and procedures:<br>
· Promote safe work practices by all employees.<br>
· Promote a safe work environment for all employees.<br>
· Inform unit supervisor of (all) safety problems involving vehicle operation.<br>
· Must report any accident or situation to the supervisor immediately.<br>
· If you see a safety hazard, inform your co-workers and notify your team leader or supervisor immediately.<br>
· Report “close calls” or “near misses” to your team leader or supervisor; close calls and near misses are accidents that almost injured someone including you.<br>
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