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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

10019-PROC
ANALYST’S INITIALS

SJ 
DATE

5/14/15


	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

Office Technician (Typing)
	POSITION NUMBER

306-504-1139-024
	TENURE

PERMANENT
	TIME BASE

FT
	CBID

R04

	OFFICE OF

Procurement Division
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY

 $2,740.00 - 
TO
$3,429.00

	SEND APPLICATION TO:

Dept of General Services

Procurement Division

707 Third Street,  2nd Floor, Room 2-230
West Sacramento, CA 95605
MS 2-212
Attn:  Darlene McCormick
	REPORTING LOCATION OF POSITION

707 Third Street, West Sacramento
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 8:00 a.m. - 5:00 p.m.
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916)  375-4513
	PUBLIC PHONE NUMBER

(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE

Rhonda Smith, Sr. EDP ACQ SPEC (SUPV)
	FILE BY

5/29/15

	br> br> For a complete duty statement please email darlene.mccormick@dgs.ca.gov<br> <br>
SELECTION CRITERIA: Please reference RPA #010019 on your application. <br>
· Please submit a completed State Application (STD 678) and resume to the address above <br>
· SROA/Surplus, & Re-employment employees are encourage to apply<br>
· Transfers, reinstatements, or recruitment form the employment list may be considered.  Consideration may be given to applicants on another Department’s employment list, provided the criteria are met to transfer the eligibility from the employment list to DGS’s employment list.<<br>
· Application will be evaluated based on eligibility and desirable qualification and interviews may be scheduled. <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>
ESSENTIAL FUNCTIONS <br>
Provide clerical support to the CMAS Unit and MAPS Section Chief in accordance with the DGS Correspondence Style and Format Guide, and established office guidelines using various office equipment, including a computer with Microsoft Office Products and as directed by the Senior EDP Acquisitions Supervisor or the MAPS Branch Chief: <br>
· Independently prepares written correspondence to internal and external customers.  Compiles and prepares various reports.  
· Takes initiative to coordinate the reproduction of program materials, and monitors facsimile transmissions.br><br> 


	The State of California is an equal opportunity employer to all, regardless of age, ancestry, color, disability (mental and physical), exercising the right to family care and medical leave, gender, gender expression, gender identity, genetic information, marital status, medical condition, military or veteran status, national origin, political affiliation, race, religious creed, sex (includes pregnancy, childbirth, breastfeeding and related medical conditions), and sexual orientation.

DGS JOB HOTLINE PHONE (916) 322-5990                (            CALIFORNIA RELAY SERVICE FROM TDD PHONES 1-800-735-2929

GS1T (REV. 1/98) - BPM 03/00GS1T (REV. 1/98) - BPM 03/00

	 CLASS TITLE

Office Technician (Typing) 
	POSITION NUMBER

306-504-1139-024
	RPA NUMBER

010019-PROC
	FILE BY


5/29/15

	· Responsible for the maintenance of the CMAS Contract Log and the SQL CMAS Database including making any necessary corrections related to database errors.  Reviews completed contracts including contract summary sheet and enters the contract information into the database; works with CMAS analysts to resolve any discrepancies associated with CMAS database.  <br> 
· Receives and processes triaged CMAS Contract Applications from CMAS analysts.  Based on triage process, determines whether contract applications are to be entered into the CMAS SQL Database for contract processing or to be returned to the CMAS contract applicant. <br> 
· Receives incoming CMAS Main Line phone calls and independently researches and responds to inquiries regarding contract application status.  Utilizing CMAS SQL Database Contract Assignment Log and/or Contract Maintenance screen, refers State and Local Government Agencies and vendor community to the appropriate CMAS analyst for detailed contract information.  Screens the CMAS Customer Service Line voice mail messages and determines the appropriate course of action. 

· Informs CMAS Program Manager and/or Lead Analyst of CMAS database issues/discrepancies and assists in resolution of issues with designated Enterprise Technology Services Division (ETSD) database Programmer. <br> 
· Assists the CMAS analyst with processing of Quarterly Reports and remittance of associated checks.  <br> 
<br> 
MARGINAL FUNCTIONS <br> 
· Coordinates with Procurement Division (PD) units Record Management duties as needed.

· Maintains proper inventory of office supplies by reviewing stock on shelves and supply requisitions from CMAS staff on a monthly basis. Places orders with  the DGS/Business Services Section.

· Ensures quality printed products by maintaining copiers, printers, and fax machines.  Orders from DGS/Business Services Section and replaces paper and cartridges and toner materials as required following manufacturer instructions.<br> 
<br>
KNOWLEDGE AND ABILITIES  <br>
Knowledge of: Modern office methods, supplies and equipment; business English and correspondence; principles of effective training. <br> 
 <br> 
Ability to: 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 - OFFICE TECHNICIAN (TYPING) <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>
DESIRABLE QUALIFICATIONS 
· Desire to learn and work in a team environment <br> 
· Ability to enter data into a computer database with a high degree of accuracy <br> 
· Maintain good attendance <br> 
· Willing and able to accept increasing responsibilities <br> 
· Possess good written and oral communication skills <br> 
· Dependable; responsible; positive attitude. <br> 
· Display mature judgment, tact and discretion in all matters <br> 
· Willingness to accept challenges, handle multiple projects simultaneously. <br> 
· Excellent customer service skills <br> 
· Ability to effectively handle stress and deadlines.<br> 
<br> 
ADDITIONAL QUALIFICATIONS <br> 
· Ability to organize, set priorities and work independently <br> 
· Ability to handle telephone calls professionally and with good judgment <br> 
<br>
INTERPERSONAL SKILLS <br> 
· Demonstrate conscientiousness and professionalism in the work environment  <br> 
<br> 
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES  <br> 
· Professional office environment, appropriate business attire required <br> 
· Function effectively in an automated environment <br> 
· Daily use of phone, fax, copiers and general office and communication equipment. <br> 
· Occasional use of laptop computer. <br> 
· Frequent use of computer and related software applications and the Internet at a workstation. <br> 


