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	EMPLOYMENT
       OPPORTUNITY
	1.  RPA #
10137 - OBAS
ANALYST’S INITIALS
LEW
DATE
6/23/15



	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
306-031-1139-003
	TENURE
 Permanent
	TIME BASE
 Full Time
	CBID
R04

	OFFICE OF
OBAS/Contract Management Services
	LOCATION OF POSITION (CITY or COUNTY)
[bookmark: Text71]West Sacramento
	 SALARY

 
MONTHLY
$2,740
-
$3,429

	SEND APPLICATION TO:
[bookmark: Text87]Department of General Services
Attn: Kiyo Baird
PO BOX 989052 MS 414
West Sacramento, CA 95798-9052
[bookmark: Text35]   

	REPORTING LOCATION OF POSITION
707 3rd Street, 2nd Floor
	

	
	SHIFT AND WORKING HOURS
 - 8:00am to 5:00pm
	

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

	
	PUBLIC PHONE NUMBER
(916)  376-1752
	PUBLIC PHONE NUMBER
(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE
 John Isham SSMI
	FILE BY
6/29/15



	>
Please indicate RPA number 10137 on your state application <br>

	The Department of General Services’ (DGS) Core Values and Employee Expectations are keys 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>


 SELECTION CRITERIA  <br>
· Please submit a completed State Application (STD 678) and a copy of typing certificate.  Only the following typing certificates will be accepted:  Any State Agency/Department:  Business schools or colleges:  Adult Education Centers:  Skills and Business Education Centers. <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. <br>
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. <br>
<center><b><font color=purple

DUTIES
Under the general direction of a Staff Services Manager I, the Office Technician is responsible for providing clerical services and completion of clerical functions in support of the Department of General Services (DGS), Office of Business and Acquisition Services (OBAS), Contract Management Section (CMS).

<br>



<br>
*** JOB OPPORTUNITY BULLETIN***</font><br>
To request a copy of the complete duty statement, please contact Kiyo Baird, Personnel Liaison
 by e-mail:  Kiyo.baird@dgs.ca.gov</a>and one can be e-mailed to you.</<b<br>



	
CALIFORNIA STATE GOVERNMENT  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, NATIIONAL ORIGIN, POLICITIAL 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 03/00



	 CLASS TITLE
Office Technician (Typing)
	POSITION NUMBER
 306-031-1139-003
	RPA NUMBER
10137-OBAS
	FILE BY
	06/29/15

	<br>

ESSENTIAL FUNCTIONS <br> 
<br>
To ensure the proper policies and procedures are being followed, the following work will be performed in accordance with the principle, policies and guidelines of the DGS, State Administrative Manual (SAM), Public Contracts Code (PCC), Government Code (GC), the California Code of Regulations (CCR), Labor Code (LC), Civil Code (CC), Building and Professionals Code (BPC), State Contract Manual (SCM), Executive Orders (EO), DGS Management Memorandums, Office of Business and Acquisition Services (OBAS) directives and manuals, standard Departmental and Divisional policies, the Contract Management Section (CMS) guidelines and strategic plans, CMS Manual, and the Office Technical desk manual.
br>
GENERAL ADMINISTRATIVE SUPPORT <br>
In order to ensure proper business operations support to the CMS managers, CMS analysts, CMS customers and the general public,  the incumbent: <br>
· Answers incoming calls, screens, directs and routes messages <br>
· Creates, maintains a complete filing system <br>
· Receives, date stamps and distributes incoming mail <br>
· Assist Contract Management Section customers by researching simple questions utilizing the internet and desk manuals <br>
· Edits and copies various contract related documents <br>
· Copies, collates and prepares resource and bid packages for mandatory walk-throughs and conferences <br>
· Assists DGS Program Requestors and analysts in obtaining important data and documents <br>
· Maintains in-office archives/records and coordinates with Stare Record Center to retrieve records as needed <br>
· Respond to requests from the public for information on bids, contracts and projects  <br>
<br>
DIRECT CONTRACT ANALYST SUPPORT <br>
In order for the CMS to run efficiently and effectively, the incumbent:  <br>
· Prepares, coordinates and routes routine correspondence <br>
· Assists analysts with contract insurance <br>
· Assists analysts by logging, filing, data entry and distribution of change order amendments <br>
· Researches files, requesting information, collecting forms and data, copying, distributing and mailing information <br>
<br>
CONTRACT LOGS, DATA BASE AND WEB SUPPORT <br>
In order to accurately track contact status and generate reports, the incumbent: <br>
· Enters contracts information into the <br>
· Reviews and monitors incoming contract requests <br>
· Assists the contract analysts <br>
· Generates reports from the various databases <br>
· Utilizes ABMS, enters and processes Std. 204-Payee Data Record documents <br>
· Places and maintains current ads, bid notices, contract documents and contract support documents/information on DGS related websites and DGS intranet sites <br>
· Prepares solicitation, distributes information to DGS and other agencies <br>
· Reviews solicitation and contract request packages for administrative requirements <br>
<br>
ACCOUNTING AND BUDGET <br>
In order to ensure correct invoice processing for payments, the incumbent: <br>
· Types and processes invoices pertaining to office supplies and equipment <br>
· Researches and corrects any problems of invoice processing <br>
· Processes prompt payment in coordination with the State Laws and Department policies <br>
<br>
ATTENDENCE CLERK <br>
In order to ensure the performance of attendance clerk functions in accordance with bargaining unit provisions, and applicable DPA, SPB and OHR rules regulations and guidelines utilizing the Project Accounting Leave (PAL) and Activity Based Management System (ABMS), the incumbent: <br>
· Generates reports to verify PAL timesheets are submitted and approved <br>
· Enters and corrects employee time in PAL <br>
· Provides assistance to staff and management in order to resolve any PAL problems <br>
·  
· <br>
· MARGINAL FUNCTIONS <br>
In order to maintain all office machines in good working condition and to keep the Office  working effectively and efficiently as required by management, the incumbent: <br>
· Takes physical inventory of general office equipment and maintains inventory database <br>
· Ensures all office equipment is maintained <br>
· Prepares orders all office supplies <br>
· Provides functional guidance as needed to program staff regarding submittal process <br>
<br>
KNOWLEDGE AND ABILITIES <br>
Knowledge of: Modern office methods, supplies and equipment; business English and correspondence; principles of effective training.
 <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>
DESIREABLE QUALIFICATIONS <br>
· Proficiency with various Microsoft Office software applications, and ability to learn new software applications and databases <br>
· Communicate effectively, both verbally and in writing <br>
· Perform complex clerical work in a busy office environment, amid multiple time constraints and changing priorities <br>
· Proficiency at multi-tasking and setting work priorities <br>
· Prepare correspondence and clear comprehensive reports independently upon request <br>
· Work effectively in a team environment <br>
· Establish and maintain positive cooperative working relationships <br>
· Evaluate situations accurately and take effective action <br>
· Learn and apply specific laws, rules and office policies and procedures <br>
· Use resources and working tools effectively <br>
· Excellent telephone techniques <br>
· Excellent written and verbal customer service skills <br>
· Excellent organizational skills <br>
<br>
ADDITIONAL QUALIFICATIONS AND REQUIREMENTS <br>
· Ability to: Type at a speed of not less than 40 words per minute from ordinary manuscript or printed or typewritten material.  A typing certification is required prior to an appointment to the classification <br>
· Good attendance record and history of punctuality <br>
· Use initiative, and ability to work independently <br>
<br>
INTERPERSONAL SKILLS <br>
· A demonstrated interest in assuming increased responsibility <br>
· Demonstrate professionalism at all times including; mature judgment, poise, tact and discretion<br >
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES <br>
Work Environment: <br>
· Frequent daily use of a personal computer and related software applications at workstation <br>
· Daily use of telephone <br>
· Daily contact with customers and the public <br>  
· Fast-paced office environment with frequent deadlines <br>
· Willingness to deal with change and thrive in any environment <br>
· Patience and professional demeanor in dealing with the public, in person and on the phone <br>
· Requires ability to deal effectively and professionally with difficult customers <br>
<br>
<br>

<br>
Physical Abilities: <br>
· Move about, stand, reach, stoop and bend <br>
· Ability to use fine motor skills for computer or office machine use <br>
· Be able to lift up to 30 lbs. at one time <br>
<br>
Mental Abilities: <br>
· Read, write and speak in a clear and concise manner <br>
· Exercise good judgment and common sense on a daily basis <br>
· Ability to successfully multi-task in a busy office environment <br> 
· Effectively handle stress and meet deadlines <br>
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