	
	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

010146 -BPM
ANALYST’S INITIALS

TL
DATE

7-3-15


	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

308-066-1139-002
	TENURE

 FORMDROPDOWN 
      
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R04

	OFFICE OF

Building and Property Management
	LOCATION OF POSITION (CITY or COUNTY)

Sacramento
	 FORMDROPDOWN 
 SALARY

$2,740
TO
$3,429
     

	SEND APPLICATION TO:

Building & Property Management Branch
Region III - Franchise Tax Board
P.O. Box 277376
Sacramento, CA  95827
Attn:  Rob Fannin 
	REPORTING LOCATION OF POSITION

9645 Butterfield Way, Sacramento
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 7:30am – 4:00pm
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916)  845-7553
	PUBLIC PHONE NUMBER

(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE

Rob Fannin, OBM III
	FILE BY

7-13-15


	<PLEASE INDICATE RPA 10146 ON YOUR APPLICATION
SELECTION CRITERIA -  <br>
· SROA/Surplus employees are encouraged to apply. <br>
· Transfers, reinstatements, or recruitment from the employment certification list may be considered.  Consideration may be given to applicants who are on the DGS certification list or on another department’s certification list.  Transfer of certification list eligibility must meet the criteria (exam must be the same type) to transfer their eligibility from the other department’s employment certification list to DGS’ employment certification list.  <br>
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled<br>
<br>
Applicants will need to provide a copy of a valid typing certificate if a job offer is made indicating ability to type at a speed of not less than 40 words per minute.
<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>
INCUMBENTS WILL NEED TO PASS A BACKGROUND CHECK <br>
<br>
**IMPORTANT NOTICE** Employees of the Department of General Services working at the Franchise Tax Board (FTB) will be subject to a pre-employment background investigation. The investigation will consist of completion of a pre-employment questionnaire, fingerprinting, and an inquiry to the Department of Justice to disclose criminal records. Potential employees must also be in compliance with the California revenue and taxation code. During the background investigation portion of the hiring process, FTB will review return information to verify California state income tax compliance. Any failure to comply with the California revenue and taxation code may prevent you from being hired to work at the FTB campus. <br>
<br>
Under the general direction of the regional and/or Building Manager, the incumbent is responsible for general office work including all levels of clerical support in the areas of office organization and support to establish and maintain cooperative working relationships with all assigned BPM personnel, tenant agencies and service suppliers.  Duties require ability to exercise a high degree of initiative and independence as related to the daily operation of state owned real estate. <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 03/00


	 CLASS TITLE

Office Technician (Typing)
	POSITION NUMBER

308-066-1139-002
	RPA NUMBER

10146-BPM                                                   
	FILE BY


7-13-15

	The Region III Franchise Tax Board facility located off Hwy. 50 in Sacramento, California consists of six state-of-the-art structures ranging in height from one to four stories equaling 1,850,839 gross square feet. <br>
<br>
To ensure the proper policies and procedures are being followed, the following work will be performed In accordance with the principles and guidelines of the DGS and SAM Manuals, the RESD and BPM strategic plans, the guidance of the BPM headquarters office/staff,  DGS’s OFS and OHR. The combination of general office duties include, but are not limited to, invoice processing for payments, typing, mail and document handling, filing and records management, document preparation and review, statistical and other record keeping, ordering and maintaining supplies and equipment. <br>
<br>
ESSENTIAL FUNCTIONS <br>
Clerical <br>
In order to provide customer service for the Region III Management Unit, using communication devices, business equipment, various mail services, and record logs in accordance with DGS or BPM procedures/guidelines: <br>
· Answers a variety of inquiries, gathers and gives information to the public, other governmental employees, or staff requiring reference to a number of sources and explanation of applicable regulations.<br>
· Independently prepares narrative letters or reports for supervisor’s signature by supplying factual information requiring interpretation of the information and requiring references to a variety of sources such as department files, records, and etc. <br>
· Creates and maintains a complete filing system for the regional management office, including correspondence, accounting, contracts, confidential personnel and general building/office files. <br>
· Reads and interprets all incoming departmental Branch Directives and distributes the directives to the appropriate effected staff. <br>
· Reviews incoming correspondence independently, and/or materials of a sensitive or confidential nature, and coordinates the documentation to be delivered to the appropriate State Departments located within the facility. <br>
<br>
Accounting and Budget <br>
In order to obtain uniforms for employees, supplies, products, parts and/or equipment to maintain services or repairs for clients and/or tenants in accordance with BPM procedures by using computerized data bases or communication devices for the rental or purchase and/or payment using computer generated fill-in billing transmittal and payment approval forms, SRC Billing & Invoice binders, purchase order data or service contract requirements, Procurement Division (PD) payment and record management procedures: <br>
· Types and provides purchase orders and invoices pertaining to ordering and/or paying for purchases of supplies, services and equipment utilizing the ABMS purchase order system. <br>
· Researches and corrects any problems of invoice processing to ensure satisfactory and timely payment for services rendered. <br>
· Processes incoming invoices for prompt payment utilizing forms provided by DGS/OFS accounting clerk. <br>
· Types and prepares bid packages for prospective contract bidders.  Maintains contracts files to ensure current contracts are consistently available to management/supervisory staff. <br>
<br>
Personnel Support

In order to maintain an accurate reporting to the State Controller’s Office (SCO) for issuance of correct payroll warrants of staff’s time or accurate reporting to the Office of Fiscal Services (OFS) for the billing of services for clients though the use of the Project Accounting & Leave (PAL) system in accordance with DGS policies and guidelines, MOU provision and SPB or DPA law and rules: <br>
· Types and provides all personnel related forms, including but not limited to, documents for hiring/termination, industrial/non-industrial injuries, health/dental benefit forms. <br>
· Assists employees using the computerized ABMS system and tracks all employee work schedules and leave balances. 

· Act as a liaison to request information from OHR for related personnel matters.

Service Troubleshooter<br>
In order to maintain an accurate record of service calls/work order requests received and to achieve completion of the request using the Maximo computerized data base and according to BPM procedures and guidelines: <br>
· Dispatches service calls by routing to appropriate on-site personnel or service providers. <br>
· Logs in service problems/requests in Maximo (computerized work order system). <br>
· Prepares periodic reports under direction of management/supervisory staff. <br>
· Assist management/supervisory staff in ensuring effective delivery of service requests by calling requestors to ensure satisfactory completion of work. <br>
MARGINAL FUNCTIONS <br>
In order to ensure the efficient operation of the office year-round, in accordance with BPM procedures and guidelines, and using communication equipment, common sense, and computer software as necessary: <br>
· Researches, develops and oversees the establishment of office organization and/or procedures. <br>
· Takes physical inventory of office equipment and maintains an inventory database. <br>
· Coordinates annual equipment inventory. <br>
· Coordinates annual vacation scheduling for staff. <br>
· Ensures all office equipment is maintained for functionality. <br>
· Provides functional guidance as needed in training and assisting less experienced employees. <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;  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>
· Exhibit professional working manner and ability to deal tactfully and effectively in a busy office environment. <br>
· A demonstrated interest in assuming increasing responsibility. <br>
· Display mature judgment, loyalty, poise, tact and discretion. <br>
· Excellent organizational and memory skills.  <br>
<br>
ADDITIONAL QUALIFICATIONS<br>
· Good attendance record and history of punctuality required. <br>
· Use initiative and work independently. <br>
· Establish and maintain cooperative working relationships. <br>
· Perform at a level that requires rare review and oversight. <br>
· Ability to use resources and working tools effectively. <br>
· Perform difficult clerical work in a busy environment or under pressure of time constraints. <br>
· Computer software programs with particular reference to MS Office. Learn new software applications. <br>
· Business math particularly for completing accurate arithmetical computations. <br>
· Ability to organize, set priorities and handle changing priorities. <br>
· Operate a calculator by touch. <br>
<br>
INTERPERSONAL SKILLS<br>
· Efficiency, conscientiousness and professionalism. <br>
· Good public and fellow-employee interaction skills. <br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES <br>
Work Environment<br>
· Office environment<br>
· Business dress according to current policy<br>
· Daily and frequent use of personal computer and a variety of office software applications at a workstation<br>
· Will be required to pass the Department of Justice background or fingerprinting check. <br>
· May require working in other Region III facilities <br>
<br>
Physical Abilities

· Move about, stand, reach, stoop or bend<br>
· Ability to use fine motor skills for computer or office machine use<br>
<br>
Mental Abilities<br>
· Read, write and speak in a clear and concise manner<br>
· Work involves multiple tasks and deadlines<br>



