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	EMPLOYMENT
       OPPORTUNITY
	1.  RPA #
[bookmark: Text85]10151-OFAM
ANALYST’S INITIALS
JE
DATE
6/18/15



	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
Management Services Technician 
	POSITION NUMBER
[bookmark: Text83]306-138-5278-903

	TENURE
PERMANENT
	TIME BASE
[bookmark: Dropdown4] 
	CBID
R01

	OFFICE OF
[bookmark: Text88]Fleet and Asset Management (OFAM)
	LOCATION OF POSITION (CITY or COUNTY)
[bookmark: Text71]SACRAMENTO
	 SALARY

Range A
$2545 - $3188

Range B
$2873 - $3600


	SEND APPLICATION TO:
[bookmark: Text87]Department of General Services
[bookmark: Text86]Office of Fleet and Asset Management
Attn:  Kimberly Garcia, RPA# 10151
1700 National Drive
[bookmark: Text35]Sacramento, CA 95834

	REPORTING LOCATION OF POSITION
[bookmark: Text81]1700 National Drive, Sacramento, CA 95834
	

	
	SHIFT AND WORKING HOURS
 - 8:00 a.m. - 5:00 p.m.
	

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

	
	PUBLIC PHONE NUMBER
(916)  928-2529
	PUBLIC PHONE NUMBER
[bookmark: Text27](916)  928-2529
	

	
	SUPERVISED BY AND CLASS TITLE
Jeff Jones, SSM I
	FILE BY
6/29/15



	<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>
DUTIES</strong><br>
Under the supervision of the Assistant Fleet Manager, Staff Services Manager I (SSM I), the incumbent is responsible for learning and performing the less technical, semi-professional tasks and other related work of the fleet operations, asset management, vehicle licensing and registration, and the voyager fuel card program for the OFAM.  br
· Ensure fleet vehicles operate in accordance with CA Vehicle Code, DMV and OFAM requirements and regulations. br Br
· Act as liaison between OFAM and Agency Fleet Coordinators with regard to the registering and titling of Exempt & Undercover (UC) vehicles by analyzing requests for replacement registration cards, renewal tags and license plates. br
· Analyze, research, review and approve requests ensuring accuracy of the data provided in comparison to the database (Fleet Focus) and those required documents/items which are attached, verify driver’s authorization to operate UC vehicle (when applicable), and contact requestor to resolve any discrepancies. br
· Obtain, complete, and submit documents necessary for obtaining requested items from the Exempt, Confidential Records and Legislative Units of the DMV. br
· Update Fleet Focus to reflect changes regarding the licensing or registration of vehicles. br
· Approve, process and distribute to leasing agencies registration renewal stickers for UC vehicles by extracting data using Crystal Reports as necessary for requesting renewal tags. br
· Import data into Excel Spreadsheets, analyze the data for accuracy, and submit to DMV-Confidential Records Unit (CRU). br
· Verify all tags are received, sorted, logged and distributed along with inventory spreadsheets to appropriate Agency Fleet Coordinators. br
· Maintain equipment records in accordance with federal, state and local government’s laws, policies and regulations. br
· Maintain electronic database to reflect current registration and licensing of vehicles. br
· Analyze and ensure accuracy of vehicle and leasing agency/operator/billing data. br
· Perform a variety of the less complex analytical tasks in connection with the research, analysis, tracking and monitoring of suspicious charges and ‘repeat offenders’. br
· Resolve issues of fraudulent and unauthorized fuel card usage by analyzing exception reports from vendor and researching transaction activities. br
· Communicate potential misuse or fraudulent usage to lead analyst and the OFAM management. 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, 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
GS1T (REV. 1/98) - BPM 03/00GS1T (REV. 1/98) - BPM 03/00



	 CLASS TITLE
Management Services Technician
	POSITION NUMBER
306-138-5278-903

	RPA NUMBER
10151-OFAM 
	FILE BY
	6/29/15

	<br>
<strong> DESIRABLE QUALIFICATIONS:  br>
· Possess strong customer service skills. br>
· Developed verbal, analytical, numerical, and/or writing skills.  br>
· Familiarity with accounting principles and DGS Fiscal procedures and practices.  br>
· Working knowledge of Oracle applications such as ABMS and Crystal Reports.  br>
· Experience working with customers to resolve sensitive issues.  br>
br>
SPECIAL PERSONAL CHARACTERISTICS:  br>
· Demonstrate interest in assuming increasing responsibility.  br>
· Perform well under pressure.  br>
· Exercise a high degree of initiative, independence, originality, punctuality and attendance.  br>
· Willingness and ability to accept increasing responsibility.  br>
· Organize and structure work for effective performance and goal attainment.  br>
· Set and balance priorities.  br>
· Demonstrated interest in and aptitude for work in one of the staff services or related disciplines, and the capacity for professional development. br>
br>
INTERPERSONAL SKILLS:  br>
· Display good interaction skills.  br>
· Work independently and self-motivating.
· Interact successfully in a team environment.  br>
· Understand and follow directions from lead staff.  br>
br>
ADDITIONAL QUALIFICATIONS:  br>
· Excellent organizational skills with the ability to set and handle changing priorities.  br>
· Excellent typing skills and a working knowledge of Microsoft Office (WORD, EXCEL, OUTLOOK).  br>
· Maintain cooperative working relationships with staff, all levels of management, the public and other State agencies. br>
br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES REQUIRED TO PERFORM DUTIES:  br>
· Appropriate dress for office environment.  br>
· Move about, stand, reach, stoop or bend.  br>
· Work involves multiple tasks and deadlines.  br>
· Read, write, and speak in a clear and concise manner.  br>
· Daily typing from ordinary manuscript or printed or typewritten material.  br>
· Daily use of a personal computer, related software applications, and peripherals.  br>
<br>
<strong>HOW TO APPLY: </strong><br>
· If interested, please submit a completed employment <b>application (STD. 678)</b>, and <b>résumé</b> to the above address. <br>
· Specify <b>RPA #10151</b> and <b>state your eligibility</b> (e.g. lateral transfer, list appointment, SROA, etc) in the <b>Explanations section</b> of the application. <br>
· <b>List appointment, include copy of your exam results. SROA, include copy of your SROA documentation. br></b> 
· Applications received without this information <b>will not be considered</b> for review <b>nor will e-mailed/faxed applications.</b><br>
· If you require receipt confirmation, please send return receipt through the U.S. Postal Service.<br>
<br>
<strong>SELECTION CRITERIA -</strong><br>
· SROA/Surplus employees are encouraged to apply. <b>Please include a copy of your SROA documentation </b><br>
· Transfers, reinstatements, or recruitment from 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’ employment list. <br>
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. <br>
<br>
<center><b><font=purple>***THIS IS AN ABBREVIATED JOB OPPORTUNITY BULLETIN***</font><br>
To request a copy of the complete duty statement, please contact Kimberly Garcia, Personnel Liaison, at 
(916) 928-2529 or via e-mail:<a href=mailto:”Kimberly.Garcia@dgs.ca.gov?subject=RPA 9052 Fleet Ops AGPA”>kimberly.garcia@dgs.ca.gov </a>and one can be faxed or e-mailed to you.</b></center >
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