	[image: image1.jpg]



	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

10191 -PROC
ANALYST’S INITIALS

smt
DATE

8/26/15


	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

306-504-5278-012
	TENURE

 FORMDROPDOWN 
      
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R01

	OFFICE OF

Procurement Division
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY

$2609 

to 
$3690

	SEND APPLICATION TO:

Dept of General Services

Procurement Division

707 Third Street,  2nd Floor, Room 2-230
West Sacramento, CA 95605
MS 2-212
Attn:  Darlene McCormick
	REPORTING LOCATION OF POSITION

707 3rd Street, 2nd Floor
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 8:00 a.m. - 5:00 p.m. 
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916)  375-4333
	PUBLIC PHONE NUMBER

(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE

Haydee Giusti, SR. EDP Acquisitions Specialist Supervisory
	FILE BY

9/4/15


	For a complete duty statement please email darlene.mccormick@dgs.ca.gov<br>
<br>

SELECTION CRITERIA: Please reference RPA #10191 on your application. <br>
· SROA/Surplus employees are encouraged to apply. <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> 
This position is designated under the Conflict of Interest Code. The position is responsible for making, or participating in the making of governmental decisions that may potentially have a material effect on personal financial interests. The appointee is required to complete form 700 within 30 days of appointment. Failure to comply with the Conflict of Interest Code requirements may void the appointment. <br
<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>
ESSENTIAL FUNCTIONS  <br> 
In order to assist the acquisition specialists with the less complex acquisitions, provide clerical/technical support, and assist the Acquisitions & Contracts Section and One-Time Acquisitions (OTA) Unit, the incumbent must perform the following duties:

· Assist acquisition specialists with less complex acquisitions and provide clerical/technical support to OTA Unit in order to process both formal and informal bids (i.e., Request for Proposal, Invitation for Bid (IFB), Request for Quote (RFQ), and Request for Offer (RFO). <br>
· Assist acquisition specialists with less complex acquisitions in the development of solicitations, procurement plans, award evaluation data, and purchase orders. <br>
· Compile, reduce, and distribute purchase orders and related procurement documents to customer agencies and contractors using reproduction equipment and utilizing BIDSYNC, procurement databases, and Microsoft Office products.

· Assist acquisition staff in placing procurement documents on the California State Contract Register (CSCR) and entering procurement information in the State Contract and Procurement Reporting System (SCPRS), procurement databases, and Microsoft Office Products. <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 CONDTION, 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

Management Services Technician
	POSITION NUMBER

306-504-5278-012
	RPA NUMBER

10191-PROC 
	FILE BY


9/4/15

	ESSENTIAL FUNCTIONS cont. <br> 
<br>
In order to provide good customer assistance, respond to general inquiries from the business community and client agencies using good judgment and professional telephone etiquette in accordance with office procedures and guidelines or as directed by the Senior EDP Acquisition Supervisor: <br>
· Answer the telephones, screen and direct calls to appropriate analyst or manager for immediate assistance. <br>
· Respond to customer inquiries via telephone utilizing procurement databases and provide general contract information as requested. <br>
· Provide customer assistance and training in utilizing the DGS web page for contracting related information. <br>
· Maintain log of visitors and telephone calls for documentation purposes and future reference. <br>
· Assist in the revision of outdated procurement materials to include any updates from reference materials listed above by modifying older PowerPoint presentations, procurement handouts, and procurement templates. <br>
· Stay abreast of “Best Practices” for government entities by using the Internet. <br>
· Prepare procurement reports and spreadsheets by gathering and compiling information obtained in BIDSYNC, procurement databases, and Microsoft Office Products. <br>
· Independently research and resolve report discrepancies by interacting with all levels of Procurement Division (PD) personnel and obtaining information to update the procurement reports.

<br><br>
In order to process incoming and outgoing mail in accordance with office procedures and guidelines: <br>
· Process all incoming mail on a daily basis by manually opening; date stamping using the automatic date stamp machine, and distributing to appropriate staff. <br>
· Receive incoming facsimiles and distribute to appropriate staff. <br>
· Review and input information about incoming mail and facsimiles using a personal computer.

<br><br>
In order to conduct bid readings in accordance with PD policies and procedures: <br>
· Review procurement databases for upcoming bids to prepare for bid readings. <br>
· Maintain and secure all bids in preparation for bid readings. <br>
· Coordinate the bid reading with assigned buying staff. <br>
· Conduct bid reading on those bids that were by the due date and time identified in the bid document. <br>
· Return all bids to appropriate buying staff to complete the procurement process. <br>
<br>
MARGINAL FUNCTIONS<br>
· Maintain proper inventory of office supplies. On a monthly basis check stock shelves and supply requisitions form office to maintain and replenish supplies by placing orders. <br>
· To ensure qualify printed product, maintain copiers, printers, and fax machines, by ordering from DGS/Business Services Section and replacing paper and cartridges and toner materials as required following manufacturer instructions.

<br><br>
KNOWLEDGE AND ABILITIES<br><br>
Knowledge of:  Arithmetic, spelling, grammar, punctuation, and modern English usage. <br><br>
Ability to:  Learn rapidly; follow directions; communicate effectively with other staff and those contacted in the work; use good work habits such as punctuality, skill, neatness and dependability; make satisfactory progress in a prescribed training program; interpret written material; edit written material; write effectively; analyze written and numerical data accurately; make clear, concise oral presentations.

br> <br><br>
DESIREABLE QUALIFICATIONS<br>
· Proficiency with a personal computer; appropriate software and the Internet<br>
· Knowledge of procurement methods and processes<br>
· Knowledge of trends and capabilities of management and control processes associated with goods and materials management<br>
· Knowledge of solicitation preparation and evaluation for goods/services/information technology<br>
· Knowledge of suppliers, marketing conditions and research, terms, practices, and financing for goods/services/information technology acquisitions<br>
· Knowledge of State laws and procedures relating to procurement and contracts<br>
· Ability to write comprehensively and communicate effectively<br><br>
SPECIAL PERSONAL CHARACTERISTICS<br> 

· Demonstrated ability to act independently<br>
· Open-mindedness, flexibility and tact<br>
· Dependable: responsible; positive attitude<br>
· Ability to lead and participate in teams<br>
· Ability to provide objective overview of situations<br>
· Willingness to accept challenges, handle multiple projects simultaneously<br>
· Ability to effectively handle stress and deadlines<br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES<br>
· Professional office environment, appropriate business attire required<br>
· Daily use of phone, fax, copiers and general office and communication equipment<br>
· Occasional use of computer<br>
· Frequent use of a computer and related software applications and the Internet at a workstation<br>
· Sitting in a seated position for extended periods of time<br>
· Use of a hand cart to transport, lift, and set-up documents and/or equipment, reference manuals, files, etc. <br>
· Occasional off-site meetings within Sacramento and out-of-town within California <br>



