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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

10027- CSB
ANALYST’S INITIALS

SM
DATE

5/27/15


	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

Direct Construction Supervisor II
	POSITION NUMBER

717-239-4038-998
	TENURE

Permanent
	TIME BASE

 FORMDROPDOWN 
      
	CBID

S09

	OFFICE OF

RESD/Construction Services Branch/DCU
	LOCATION OF POSITION (CITY or COUNTY)

Pasadena/LA County 
	 FORMDROPDOWN 
 SALARY

$7,179
TO
$8,919
     

	SEND APPLICATION TO:

RESD/Executive Unit
707 3rd Street, 5th Floor
West Sacramento, CA  95605
Attn:  Gloria Toscano
916-443-9819
	REPORTING LOCATION OF POSITION

Pasadena,  California
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 7:00 AM – 3:30 PM
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916)  375-4843
	PUBLIC PHONE NUMBER

(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE

Assistant Chief, DCU
	FILE BY

6/2/2015


	NOTE: The incumbent will be assigned to a project site located in Pasadena, California. Additional locations may be assigned depending upon workload. >
The Department of General Services’ (DGS) Core Values and Expectations of Supervisors and Managers 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 managers and supervisors are to adhere to the Core Values and Expectations of Supervisors and Managers, and to exhibit and promote behavior consistent with those values and expectations.
<br>
SELECTION CRITERIA - - <br>
· SROA/Surplus employees are encouraged to apply and will be considered prior to other recruitment methods.

· 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.  Transfer of list eligibility must meet the criteria to transfer the eligibility from the other department’s employment list to DGS’ employment list. 
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled.

<br>
This position is designated under the Conflict of Interest Code.  The position is responsible for making, or participating in the marketing of, governmental decisions that may potentially have a material effect on personal financial interests.  Failure to comply with the Conflict of Interest Code requirements may void the appointment. <r>
<br>
All work is to be accomplished in accordance within the guidelines of the Department of General Services (DGS), Real Estate Services Division (RESD) policies and procedures, Construction Services Branch (CSB), Direct Construction Unit (DCU) policies and procedures, California Code of Regulations, Title 24 - California Building Standards Codes, the Public Contract Code, Government Codes, Health and Safety Code, regional and local requirements, and the building industry standards. 
<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, MILIARY OR VETERAN STATUS, NATIONAL ORIGIN, POLITICAL AFFILIATION, RACE, RELIGIOUS CREED, SEX (INCLUDES PREGNANCY, CHILDBIRTH, BREASTFEEDING AND RELATED MEDICAL CONDITIONS), AND 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




	 CLASS TITLE

Direct Construction Supervisor II
	POSITION NUMBER

719-239-4038-998
	RPA NUMBER

10027 - CSB 
	FILE BY


6/2/2015

	ESSENTIAL FUNCTIONS<br> 

In order to provide functional/professional supervision, management and administration of a DCU Field Office and  assigned staff in accordance with DGS/CSB and DCU policy and procedures: <br>
· Provides day- to- day management and oversight of assigned Field Office for Project Construction, Estimating, Project/ Construction Management, Project Accounting, Public Works  Contracting, Purchasing, Cal Cards, Information Technology, Safety, Property Control, Fleet Management and personnel operations in compliance with CSB and DGS directives and policies.  
· Directs and evaluates employee technical performance by communicating expectations, providing opportunities for training and professional development to enable ability to work independently, and application of effective project management methods and practices through the use of  Project and/or Construction Management Plans, construction project schedules to establish project baseline and current status, regular and timely communication and reporting to clients, project stakeholders and DCU Management, utilization of construction Progress Reports on a bi-weekly, monthly or as required basis, and management of project funds within budget. <>
· Directs and oversees assigned staff in the creation and administration of CSB Public Works Contracts, Purchase/Service Orders, Service Contracts, and Invoice Payments and oversees Field Office Cal Card Program as submitted by staff by verifying compliance with Public Contract Code, Government Code, DGS policies and statutes and the DCU Manual. 
· Provides oversight and directions to assigned Field Staff through regular staff meetings and site visits to communicate expectations and assure quality of staff work, review duties and responsibilities of all staff and openly communicate those responsibilities to promote effective teamwork

Construction/Project Support

In order to provide oversight and direction  of high profile restoration/rehabilitation, alteration, and/or construction projects, insuring projects are completed “On-Time,” “Within Budget,” and to the “Client’s Satisfaction” utilizing construction and project management standards of practice, in accordance with California Building Standards Commission adopted Building Codes, General/Construction Safety Orders, California statutes, DGS, RESD and Construction Services Branch Policy/Procedure Manual and directives.
· Reviews plans, specifications, and estimates to determine feasibility for accomplishment by State employees, casual trades or outside contractors.  
· Makes recommendations to DCU Chief for acceptance of the project by demonstrating both the availability of staff to perform the work and ability to manage the workload for all projects being performed in the Field Office.  
· Assists Direct Construction Supervisors in inspecting work sites areas for restoration and rehabilitation projects by visually and physically inspecting the site in order to initially define scope with the Client and then complete a planned activity list to estimate cost and work task durations, assure compliance/conformance of Project with budget, schedule, and client criteria and in accordance with approved Project Estimate, Project Schedule, Project/Construction Management Plan, final Plans/Specifications, and Change Orders. 
· Consults with clients, State Fire Marshal, Project/Construction Managers, Construction Supervisors, Inspectors, Project Architects and Engineers to define, secure approvals and resolve problems/issues for restoration/rehabilitation, alteration, and/or construction projects utilizing defined roles to foster a “Team Environment” in accordance with generally accepted construction management techniques and the DCU Policy Manual on Project Management Expectations. 
· Assigns projects to Construction Team Leader’s, and/or Casual Trades Supervisor’s by applying sound judgment of individual’s knowledge, abilities, skills, expertise and workload. 
· Determines and manages means, methods and priorities for project activities by applying industry standards, code and ordinance requirements, schedules and budget constraints, available workforce and State procurement and contracting laws and guidelines. 
· Ensures that effective and consistent status of all projects are clearly communicated to the clients, project stakeholders and DCU Management by the use of Project Progress Reports on at least a monthly basis, regardless of status or lack of activity, and through regularly scheduled project meetings with all project team members, and responding in a timely manner to all client or management inquiries regarding a project.
· In concert with the assigned Construction Team Leader, assures project activities are coordinated with Project Managers/Directors/Architects/Engineers; client agency representatives; subcontractors, materials testing and inspections personnel, regulatory agencies and entities, and DCU Headquarters support personnel by requesting and facilitating meetings, conducting site visits to assure compliance with approved construction drawings and specifications and client criteria for performance of the work, preparing and/or reviewing Daily Job, Time, and 
· Prepares Expense Reports, Budget Reports, “Requests For Information” (RFI) and project logs; reviews Change Orders;  prepares various written and verbal communications.
· In the absence of Construction Supervisors, reassigns or assumes personal control of assigned projects, develops construction schedules, recovery schedules, project and/or construction management plans.
· Assist Construction Supervisors with managing project budgets for compliance with DCU estimates by monitoring project expenditures and construction completion progress reports using various accounting systems (ABMS) and DCU reports/documents. 
· Certifies completion of projects in accordance with project construction documents and to client’s satisfaction through oversight of key project activities, completion of the Project Completion Notification, Project Close-Out Package, Client Survey, and other documents. Provides final inspection upon completion of work and certifies completion of projects.

Personnel Administration

In order to provide administrative/procedural management and supervision for subordinate staff in the hiring of Civil Service and Casual Trades employees to provide efficient and effective operation of the DCU  project sites in accordance with CAL HR, DGS HR, CSB, the State Personnel Board, and Department of Industrial Relations rules and regulations:

· Reviews and submits for approval or disapproval the hiring and separation of Civil Service and Casual Trades personnel qualifications to complete repair, renovation, restoration and rehabilitation knowledge and experience required based upon approved construction drawings and specifications, DCU estimates, construction schedules, Project and/or Construction Management Plans for construction projects following DPA, DGS and DCU requirement. >
· Assists Construction Supervisors in developing and preparing Project Budgets and detailed Construction Schedules utilizing some or all of the Microsoft Office software programs, from the inception of projects to completion in order to effectively manage project Scope, Schedule and Budget, utilizing the approved construction drawings and specifications, including information from the client and design team, DGS processes and procedures and in accordance with the DCU Policy Manual.

· Reviews and interprets Memorandums of Understanding (MOU’s), Master Labor Agreements, Department of Industrial Relations Prevailing Wage rates, for Casual Trades employees’ and Bargaining Union contracts for Civil Service employees’ overtime, holidays, shift pay differential, travel, subsistence  and Per Diem requirements for all 58 counties in the State. 

· Oversees activities of subordinate staff permanents and casuals to assure compliance with policies to provide a safe, healthy and accessible workplace and all Equal Employment Opportunity requirements. 
· Approves individual use of State vehicles and cell phones, and travel requests by evaluating project needs.

· Reviews annually Civil Service Staff Individual Development Plans (IDP’s), Probation Reports, Duty Statements and mandatory trainings.

· Approves assigned staff Project Accounting & Leave (PAL) time by:  granting or denying subordinate staff request for time off or requests to work overtime; ensuring subordinate staff have sufficient leave credits available for requested leave time off, 3) approving PAL entries for subordinate staff on dock or AWOL on or before the designated State Controller’s Office (SCO) semi-monthly or monthly payroll cut-off date to ensure the correct issuance of  SCO warrants, 4) approving and disapproving PAL entries for subordinate staff within three working days after completion of the pay period by utilizing the leave credit balances displayed in ABMS system and the appropriate bargaining unit contract.

· Collaborates with CSB HQ Staff to pro-actively resolve pay issues, pay rates and time issues pertaining to both Civil Service and Casual Trades Employees.

Procurement/Contracting & Cal Card Support

Ensures that all contracts and/or bid solicitations, Purchase Orders, Service Orders and Cal Card Purchases and supporting documents submitted by Field Office staff are legally accurate. 

· Directs and oversees the Procurement and Contracting functions for assigned field staff in the creation and administration of Public Works Contracts, Service Contracts, A & E Contracts, Service Orders, Purchase Orders, Cal Cards, Invoice Payments, by communicating expectations, providing training, evaluating, interpreting and applying relevant government codes, regulations and policies.

· Reviews and approves Contracts, Service Orders, Purchase Orders, and Cal Cards as submitted by assigned staff to verify compliance with regulatory requirements, available funding, the DCU Policy Manual, and DGS Office of Business and Acquisitions (OBAS) polices, processes, procedures and statues.

· Keeps up-to-date on contracting/procurement requirements/changes, means, and methods of accomplishing work by reviewing , Government Code (GC), Public Contract Code (PCC), California Code of Regulations (CCR), Labor Code (LC), Civil Code (CC), State Administrative Manual (SAM), State Contracting Manual (SCM), Building and Professions Code (B&PC), and the State Contract Act (SCA)and DGS/CSB policies.

· Ensures that assigned staff develop and submit contract justifications to meet the criteria’s of OBAS, OLS, PCC, GC, SAM, and SCM for exemptions from advertising using information provided by client agencies on the emergency or urgent nature of a construction project warranting approval of an exemption from advertising by the Director of the Department of General Services and Chief of Construction Services Branch.

Budgeting/Accounting/Auditing Operational Support

In order to assist assigned staff in completing projects on time, within budget, and to the client’s satisfaction in accordance with CSB Manual, RESD guidelines and DGS policy, and statues:

· Establishes processes to ensure the funding, accounting and work plan schedules for construction and inspection projects are recorded timely and accurately throughout the project cycle, utilizing the Activity Based Management System (ABMS) Project Accounting and Leave System (PAL), and Microsoft Access database, coordinates and monitors the start-up procedure and cost/funding process throughout the life of DCU assigned  projects.\

· Reviews and monitors the DCU Field Office Overhead account expenditures by insuring charges to task codes, including non-billable labor hours and all office related expenditures, and other activities, are accurate and appropriate and informs CSB Executive staff of inconsistencies related to accounts expenditures and provides resolution and recommendations for corrective action on a monthly basis

· Establishes policies and procedures for ensuring labor charges for assigned Field Office Casuals are entered into ABMS correctly by coordinating with assigned Construction Supervisors, Field Office Attendance Clerk and DCU HQ personnel liaison the DIR prevailing wage rates with those currently on file for assigned casuals utilizing employee database and ABMS.

Fleet /Voyager Card Management

 Provides oversight and develops processes for maintaining, Field Office Master Equipment Inventory and Fleet management Inventory in accordance with State Administrative Manual chapters 8600-8652. 

· Establishes procedures and guidelines to insure that all DCU equipment purchased is received and recorded into the Inventory Management Database, with DGS and DCU identification tag numbers. 

· Administers Field Office, Fleet Management program in accordance with policies, standards, procedures and guidelines as issued by the Department of General Services, State of California Administrative Manual, State of California Fleet Management Handbook and CSB policies.

· Conducts internal audits and complete utilization studies of all aspects of the Field Office Fleet Management Vehicle Program for leased, owned vehicles and Emergency Response Trailers. 
· Establishes procedures and guidelines for monitoring Vehicle Voyager Cards for Field Office ensuring cards are managed according to DGS polices and U.S Bank Voyager Card Program monthly.
Injury Illness’ Prevention Program

Responsible for providing oversight of the Field Office Injury and Illness Prevention Program (IIPP) in accordance with Title 8 of the California Code of Regulations (T8CCR) section 3203 that includes:
· Communicates CSB policies and procedures and insuring that a continuous flow of two-way communication between (supervisors and employees) is achieved. 
· Provides guidelines and oversight for assigned supervisors and employees to use to conduct, complete and document periodic work areas and work site inspections to identify and evaluate workplace hazards, workplace accidents, hazardous substance exposures and near-accidents in the workplace in accordance with Federal and State guidelines.
· Provides oversight and training for assigned supervisors and employees to conduct general and job-specific safety and health practices in the workplace. Insuring that plan includes emergency action plan, fire prevention plan, hazardous  prevention plan, occupational injuries and illnesses prevention plan, workplace-specific safety and health training plan and personal prevention equipment plan. 

· Develops and oversees procedures and policies for a record keeping system for all scheduled and periodic safety inspections of work and job sites and all safety meetings, to include when inspections and meetings are conducted, any work place hazards, unsafe conditions or work practices by using a Hazard Assessment Checklist, Identified Hazards and Correction Record, Investigation/Corrective Action Report, all staff training and instruction is recorded in ABMS.
Marginal Functions

· Maintains up to date familiarity with the ETS requirements for equipment and computer software through the DCU Fleet/Inventory Analyst.

· Coordinates with DCU Fleet/Inventory Analyst to ensure computer and office equipment connectivity with ETS is properly set up and maintained.

· Performs analysis for special projects as requested by the Construction Services Branch Executive Management Team and participates on designated RESD project teams as required.

· Creates and publishes status reports on types and phases of projects and assist Field Offices staff in publishing monthly status reports utilizing Access/Excel database, ABMS and PAL to create various management reports, to analyze problems and develops solutions regarding program issues, adhering to RESD and CSB policies and procedures.

· Reviews and proposes  recommendations for project status reporting processes, including recommendations for maintaining checks and balances by analyzing funding, expenditures, work plans schedules  timely and accurately for Field Office Operations and prepares detail (complex) reports.

· Prepares and review results of internal and external Customer Surveys to determine Field Office operational improvements, by streamlining process and recommends procedural changes to CSB Executive Team.

KNOWLEDGE AND ABILITIES

Knowledge of: Materials, methods and processes involved in the construction of wood, steel frame, masonry and concrete buildings; work of the various buildings trades; various codes and safety orders applicable to building construction; construction contracting practices, including estimating division of work, scheduling and organizing construction; plumbing, heating, and ventilating and electrical work; principles of effective supervision; the Departments Equal Employments Opportunity Program objectives; the supervisor’s role in the Equal Employment Opportunity Program and the processes available to meet equal employment opportunity objectives.

Ability to: Read and understand construction plans and specifications; calculate material quantities; direct the work of others; prepare clear and comprehensive reports and correspondence.

DESIRABLE QUALIFICATIONS

SPECIAL PERSONL CHARACTERISTICS

· Tact, keenness of observation, and physical stamina.

· Willingness to travel extensively throughout the State and be away from home base.

ADDITIONAL QUALIFICATIONS

· Valid California Driver’s License, Class C

· California State Licensed Contractor

· Possession of an Architect or Engineering license

· Possession of an Inspection Certification

· Knowledge of various computer programs including but limited to Microsoft Office Suite (MS Word, Excel, Outlook, PowerPoint, Access), MS Project, Activity Based Management System (ABMS), Project Accounting and Leave (PAL).

INTERPERSONAL SKILLS<
· Communicate orally and clearly articulate the needs of the construction project. <>
· Write clear and concise reports, agreements, correspondence and other documents. < 

· Interact with a diverse work force (i.e. wide range of education, skill and experience) and provide impetus for a team. <b
· Manage staff, clients and issues in a tactful and congenial manner. <
·  Lead the staff and work as a team. <r>
<
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES<r>
· Controls the safety of the work site, quality of the completed work, the production rates of Casual Trades personnel, and the coordination of various trades, contractors/subcontractors, and equipment/material suppliers. <
· Communicate with construction workers, contractors, client representatives, State Fire Marshals, Construction Supervisors and Project Managers/Directors wherein facts are presented in a noisy, dirty, distracting environment.  Must have the ability to state the facts so they are clear, understood and can be acted upon quickly with verbal agreements so as not to slow the construction process.  Ability to quickly (that day or the next) put decisions reached at the job site into concise, accurate reports and/or agreement/meeting summaries to memorialize the actions taken or to be taken. <
·  Work in a noisy, dusty, machinery-filled environment typical of a construction site. <
· Work in inclement weather conditions. <
· Climb stairs, ladders, scaffolds, and construction ladders. <
·  Work in the abatement of hazardous chemicals and substances. <r>
· Negotiate uneven, rough, sloping surfaces, and roof structures, in order to inspect work at the bottom of footing and utility trenches traversing conduits, piping, rebar, and concrete forms and other construction materials/debris during active construction. <r>
· Lift and move construction related items weighing 50 pounds by manual labor. <r>
· Work under pressure. <r>
· Drive a state vehicle to the site, on the site and from one construction site to another. <r>
· Travel and work in remote locations throughout the field office geographical area. <r>
· Perform personal computer skills including: electronic mail (MS Outlook), construction scheduling (MS Project), automated accounting system entry (ABMS), spreadsheets (MS Excel), routine database activity (Access) and word processing (Word), etc. Use a telephone and fax machine extensively. <b



