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	EMPLOYMENT
       OPPORTUNITY
	1.  RPA #
[bookmark: Text85]10158-OFAM
ANALYST’S INITIALS

KJM

DATE
09/01/15



	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
[bookmark: Text83]306-117-1139-004

	TENURE
PERMANENT
	TIME BASE
[bookmark: Dropdown4]
	CBID
R04

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

$2809

[bookmark: Text77]TO

$3515

	SEND APPLICATION TO:


[bookmark: Text87]Department of General Services
[bookmark: Text86]Office of Fleet and Asset Management
Attn:  Kimberly Garcia, RPA# 10158
1700 National Drive
[bookmark: Text35]Sacramento, CA 95834

	REPORTING LOCATION OF POSITION
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
Robert Stroud, CEA 
	FILE BY
09/15/15



	<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>
<strong>DUTIES</strong><br>
Under the general direction of the Office Chief, the incumbent is responsible for independently performing the most difficult duties to provide technical and clerical support to the Office Chief, parking and garage services programs.<br>
<br>
In order to provide executive and administrative assistance to the Office Chief, the incumbent:<br>
· Reviews outgoing materials and correspondence prepared by staff for the Office Chief's signature by ensuring consistency and compliance with departmental policies.<br>
· Schedules appointments for the Office Chief and Assistant Chiefs, by telephone and email, with various officials throughout state government, including the legislative offices, State and Consumer Agency, and DGS Executive Office.<br>
· Manages the Office Chief's calendar utilizing Microsoft Outlook.  <br>
· Answers incoming phone calls on the Office Chief’s office phone line. <br>
· Answers incoming phone calls on the OFAM main line and directs calls to the appropriate unit or staff.  <br>
· Coordinates travel arrangements for the Office Chief and OFAM management following DGS, Office of Fiscal Services and OFAM guidelines and procedures.  <br>
· Acts as liaison with the property management company for various facilities projects.  <br>
· Participates on various committees and teams for the division and the department.  <br>
<br>
In order to assist customers on the telephone with daily parking program transactions while utilizing sound judgment in accordance with OFAM policies and procedures:  <br>
· Assists customers with parking issues/question via telephone and by email in a tactful manner. <br>
· Prepares final reports approved by management. <br>
· Responds to customer inquiries by locating and providing information on the parking program processes/procedures. <br>
· Updates parking data base system (DataEase) by entering data from OFA 112 into DataEase. <br>
<br>
In order to assist the Parking Manager and Program Analyst in handling requests for parking spaces utilizing sound judgment and discretion in accordance with OFAM policies and procedures: <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 SECUAL 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
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	FILE BY
	09/15/15

	
· Answers and researches parking refund issues by accessing the parking databases and parking files, contacting the State Controller’s Office liaison, reviewing the Payroll Deduction Report and working with DGS accounting staff by responding to billing discrepancies. <br>  
· Handles and processes ‘exception transactions’ (such as disabled parkers, motorcycle parkers, bike and compound lockers, exemptions, politically sensitive parkers, and special department requests) by manually completing appropriate forms and updating databases and tracking systems. <br> 
<br>
<strong>SPECIAL REQUIREMENT - OFFICE TECHNICIAN (TYPING) </strong><br>
<strong><em>Ability to:</strong> Type at a speed of not less than 40 words per minute from ordinary manuscript or printed or typewritten material.  Please provide certificate with application packet or at interview. </em><br>
<br>
<strong>DESIRABLE QUALIFICATIONS: </strong><br>
· Possess strong customer service skills. <br>
· Experience working with customers to resolve sensitive issues.  <br>
· A demonstrated interest in assuming increasing responsibility.  <br>
· Exercise a high degree of diplomacy, tack, professionalism, initiative, and independence.  <br>
· Ability to work well independently as well as in a team.  <br>
· Understand and follow written and verbal directions from lead staff.  <br>
· Excellent attendance, punctuality and dependability.  <br>
<br>
<strong>ADDITIONAL QUALIFICATIONS: </strong><br>
· Education equivalent to completion of the twelfth grade.  <br>
· Excellent organizational skills.  <br>
· Read, write, and speak in a clear and concise manner.  <br>
· Ability to become proficient in fleet management/parking software products.  <br>
· Excellent typing skills and a working knowledge of Microsoft Office (WORD, EXCEL, ACCESS).  <br>
· Ability to communicate effectively and maintain satisfactory working relationships.  <br>
<br>
<strong>WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES REQUIRED TO PERFORM DUTIES: </strong><br>
· Appropriate dress for office environment.   <br>
· Sensitive setting working with representatives of Legislative, Executive, and Judicial branches.  <br>
· Daily use of a personal computer, related software applications, and peripherals.  <br>
· Daily typing from ordinary manuscript or printed or typewritten material.  <br>
· Move about, stand, reach, stoop or bend.  <br>
<br>
<strong>HOW TO APPLY: </strong><br>
· If interested in this position, please submit a <b>cover letter</b>, a completed employment <b>application (STD. 678)</b>, and <b>résumé</b> to the above address. <br>
· Specify <b>RPA #10158</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>If list appointment, include a copy of your exam results as well as a typing certificate copy.  If SROA, include a copy of your SROA documentation.</b> <br>
· 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 color=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 10158 Exec OT”>kimberly.garcia@dgs.ca.gov </a>and one can be faxed or e-mailed to you.</b></center>
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