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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

10308/10309-CSB 
ANALYST’S INITIALS

IWS
DATE

7/31/15


	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

Maintenance Mechanic (2 positions)
	POSITION NUMBER

717-239-6940-998
	TENURE

Permanent
	TIME BASE

 FORMDROPDOWN 
 
	CBID

R12

	OFFICE OF

Construction Services Branch
	LOCATION OF POSITION (CITY or COUNTY)

Southern California
	 FORMDROPDOWN 
 SALARY

$3950.00
TO
$4550.00


	SEND APPLICATION TO:

RESD/Executive Unit
707 3rd Street, 5th Floor
West Sacramento, CA  95605
Attn:  Gloria Toscano
	REPORTING LOCATION OF POSITION

Pasadena, CA
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 7:00a.m – 3:30 p.m.
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916) 443-9819
	PUBLIC PHONE NUMBER

(   )     -    
	P & B FILE BY
8-7-15

	
	SUPERVISED BY AND CLASS TITLE

Marc Dunbar, Direct Construction Sup II
	FILE BY

8-7-15


	<b>
PLEASE INDICATE RPA #10308, 10309 ON YOUR APPLICATION<
b
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.

>
<b> SELECTION CRITERIA - The selection criteria will be in the following order:
· Local bidders (DGS employees) must file their bid requests for this position by the “Post & Bid File By” date above with the contact person listed above using the Local Work Area Post and Bid form, OHR-R12L 

(Rev 10/01/08).  The employee with the greatest amount of continuous “local work location” seniority in the class shall be selected over other employees and notified of start date.   If no local bidders, then

· The Outside Local Post and Bid bidders will be contacted who indicated interest in positions in this location.  If no outside bidders are interested, then 

· SROA/Surplus employees will be considered prior to other recruitment methods. 

· Transfers, reinstatements, or recruitment from the employment list may be considered after the Post & Bid process is cleared.  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.
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled.
<br>
All work is to be accomplished in accordance within the guidelines of the Department of General Services (DGS), Real Estate Services Division (RESD) policies and procedures, Construction Services Branch (CSB), Direct Construction Unit (DCU) policies and procedures, California Code of Regulations, Title 24, the California Building Standards Codes, the Public Contract Code, Government Codes, Health and Safety Code and the building industry standards. <br>
<b><b>
b


	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

Maintenance Mechanic
	POSITION NUMBER

719-239-6940-998
	RPA NUMBER

10308, 10309  - CSB 
	FILE BY


8-7-15

	DUTIES

Complete all assigned restoration/rehabilitation, alteration, and/or construction projects, “On-Time,” “Within Budget,” and to the “Customer’s Satisfaction” utilizing construction industry standards of practice, in accordance with California Building Standards Commission adopted Building Codes, General/Construction Safety Orders, California statues, Department of General Services (DGS), Real Estate Services Division (RESD), Construction Services Branch (CSB) Policy/Procedure Manual and DCU Manual. Assignments may require temporary shift change or overtime work.

ESSENTIAL FUNCTIONS

< Inspects Project site/work area and proposed restoration/rehabilitation work by visually and physically inspecting the site in order to initially define scope with the customer and develops a planned activity list to estimate cost, and/or assure compliance/conformance of Project with budget, schedule, and customer criteria and in accordance with approved: Project Estimate, Project Schedule, Project Work Plan, final Plans/Specifications, and Change Orders.
In order to maintain and repair facilities following published guidelines and industry standards:

· Completes facility tours by visual inspection of all building systems and equipment requiring walking, climbing stairs, entering small spaces, noisy spaces, and occupied facilities.

· Recommends and takes appropriate action on repairs of equipment and systems (plumbing, HVAC, electrical, etc.).  

· Responds and effects repairs as needed, by going to the physical site and repairing electrical outlets, replacing lights, adjusting mechanical and/or electrical doors, fixing leaky sinks, clearing stuck flush valves, unplugging toilets and performing other simple and/or routine repairs.  

· Installs, inspects, maintains, repairs, troubleshoots all building systems, including but not limited to power distribution systems, plumbing and sewer systems, fire sprinkler systems, lighting fixtures, and ceiling components.

· Constructs and repairs interior/exterior walls and other architectural features by patching, matching finishes, and painting as required.

· Makes or assists with repairs to roofing systems.

· Repairs interior/exterior concrete.

· Responds to service requests as submitted by customer, and reports to supervisor as appropriate.

· Responds to emergency calls in order to mitigate emergency conditions and minimize damage by performing repair at physical location according to health and safety and DCU guidelines regarding emergency situations.  This may require working after hours, or on days off.

· Orders parts and makes recommendations on more complex repairs when unable to complete service or repair requests and follows action through to completion.

Reads and analyzes blueprints and specifications in order to understand and provide information on system problems in accordance with design parameters. Analyzes construction documents to determine changed condition, discovery, and/or added/deleted scope in order to counter or substantiate a contractor/subcontractor claim, negotiate a Change Order costs/contract time extension using the plans, specifications and contract documents in accordance with site observations, Requests for Information, site meetings, Daily Job Reports, and other construction management techniques.

Records site inspection findings, administers and organizes project files. Prepares Construction Progress Reports (DCU-039), Daily Job time and Expense Reports (DCU-2880, DCU 2880-CT), Service Order/Contract/Changer Order Requests (DCU-008/009/010), Estimated vs. Actual Cost Report (DCU-069), Monthly Reports, in order to summarize site construction progress/ conditions/ problems/ needs using a computer with various programs that communicates timely information to the Customer, DCU Headquarters, Customer Account Managers, Construction/Project Managers, Project Architect/Engineer, and regulatory personnel for their response, action, and/or information in accordance with meeting minutes, personal observation, and the approved Project Schedule, Estimate, or Work Plan. Tracks, updates and closes out work order tickets (Maintenance Action Requests).

Consults with customer, State Fire Marshal, Project/Construction Manager, Construction Supervisor/Inspector, Project Architect/Engineer at Project site or their office in order to define, design, secure approvals and resolve problems/issues for restoration/rehabilitation, alteration, and/or construction projects utilizing defined roles to foster a “Team” in accordance with generally accepted construction management techniques and the Direct Construction Unit Project Management Expectations.
Manages/oversees subcontractors, and vendors through the bidding, award and approval processes for the completion of abatement, alteration, equipment installation, material supply, and/or construction projects through the State’s contracting/procurement processes for procurement, service contracts, service orders, and/or Public Works Contracts in accordance with California Public Contract Code, Government Code, Civil Code, Health & Safety Code, Business and Professions Code, and the State Administrative Manual/State Polices.
<MARGINAL FUNCTIONS<r>
· Makes reports in Microsoft Office, ABMS or by manual reporting in order to report and track on going and completed work.

· Attends training classes as directed by DCU managers and supervisors.

· Assists supervisor, as needed communicating with customer in person or via cellular telephone, or other electronic devices in order to facilitate repair needs and take appropriate action in accordance with DCU guidelines. 

· May attend with, lead, or instruct other DCU team members in on-going safety training.

KNOWLEDGE AND ABILITIES: 

Knowledge of:  

· Materials, methods, and processes required in the construction of wood, steel frame, masonry and concrete buildings; work of the various building trades; various codes and safety orders applicable to building construction; construction contracting practices, including estimating, division of work, scheduling and organizing construction work; plumbing, heating and ventilating, and electrical work.

· Materials, methods, and equipment used in the operation and repair of plumbing, heating, electrical, water, and sewer systems; materials, methods, and tools used in the repair of mechanical equipment and in miscellaneous building maintenance and repair work and skill in the performance of such work; Safety Orders of the Division of Industrial Safety dealing with heating, electrical, plumbing, and other mechanical systems.

Ability to:  Read, interpret, understand, and work from construction plans, drawings, and specifications; calculate and estimate materials needed; keep records; follow oral and written directions; prepare clear and comprehensive reports and correspondence; get along well with others; read and write at a level appropriate to the classification.

DESIRABLE QUALIFICATIONS

· California State Licensed Contractor.

· Possession of an architect or Engineering license.

· Knowledge of various computer programs including but not limited to, Microsoft Project, ABMS, Excel, Access and Microsoft Office.

SPECIAL PERSONAL CHARACTERISTICS 

· Tact, keenness of observation, and physical stamina.

· Willingness to travel and be away from home base. 

· Demonstrates interest in assuming increasing responsibility.

· Knowledge of Microsoft Project, Word, Excel, ABMS, PAL, and Outlook.

ADDITIONAL QUALIFICATIONS 

· The incumbent must possess and maintain a valid California Driver’s License, Class C in order to drive self, staff, supplies and/or equipment from one job site to another while driving a State vehicle in order to perform the duties of the Maintenance Mechanic in the Pasadena and Southern California area.

· The incumbent may be required to pass the Department of Justice background and/or fingerprinting checks prior to working in secure access or other sensitive facilities.

· The incumbent will be required to take a medical examination and must be approved by the State Personnel Board.

INTERPERSONAL SKILLS
· Communicate orally and clearly articulate the needs of the construction project.

· Write clear and concise reports, agreements, correspondence and other documents.

· Interact with a diverse customer base and work force (i.e. wide range of education, skill and experience) and provide impetus for a team. 

· Handle staff and customers issues in a tactful and congenial manner.

· Uses good judgment and tact in making decisions and working with employees and interacting with customers.

· Ability to organize time efficiently and set effective priorities.

· Lead staff and work as a team.

WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES 
Work Environment:
· Work in residential, low-rise (6 floors and lower) to high-rise (7 floors and higher) office-building environment.

· Work in a noisy, vibration, dusty, machinery-filled environment typical of a construction site.

· Requires fine motor skills/dexterity to manipulate small components and controls.

· Work in inclement weather conditions.

· Stand for extended periods of time or walk extended distances.

· Climb stairs, ladders, scaffolds, and construction ladders.

· Reach high spaces by climbing a ladder or operating a lift. 

· See and hear within normal parameters.

· Work in the abatement of hazardous chemicals and substances.

· Negotiate uneven/rough/sloping surfaces/roof structures, inspecting work at the bottom of footing/utility trenches, traversing conduits, piping, rebar, concrete forms, roofs, other construction materials/debris during active construction.

· Prepare and move concrete test cylinders or other construction materials weighing 50 lbs. by manual labor.

· Work under pressure.

· May require ability to work overtime. 
· Drives a vehicle on large sites, from one site to another, and from one area to another area within the state in order to accomplish assigned work through the use of a personal or state vehicle as directed by Direct Construction Unit management.
· Travel and work in remote locations throughout the field office geographical area.  May require overnight stays of one or more nights as dictated by the work/project assigned.

· Perform basic personal computer skills including electronic mail, construction scheduling (Microsoft Project), automated accounting system entry (ABMS), spreadsheet (Excel), routine database activity (Access), work processing (Word), etc.

· Extensive use a telephone and fax machines.

Physical Abilities:
· Typical work activities involve frequent and prolonged periods of standing, walking extended distances, bending, stooping, kneeling or squatting while performing duties

· Repetitive grip, grasp, and hand movement while using tools or power equipment applicable to job being performed.  Requires fine motor skills/dexterity to manipulate small components and controls.

· Climb stairs or ladders, use power and noise producing tools or equipment; drive motorized equipment or vehicles applicable to job being performed.  Reach high spaces by climbing a ladder or operating a lift.

· Reaches or stretches by extending hand(s) or arm(s) in any direction.

· Considerable physical activity that requires heavy physical work; heavy lifting, pushing or pulling required of objects up to 50 pounds. 

· Works on elevated, high-reach areas using a vertical, motor-powered, MAN-LIFT.

· Moves about and work in confined spaces.

· Wears safety equipment during the performance of duties, i.e., ear plugs, dust masks, eye goggles, safety harness, gloves, boots, raingear, and back support.

· See and hear for visual inspection of facilities and the operation of machinery/equipment or sound inspection of proper operating machinery/equipment. 

· Communicate with construction workers, contractors, customer representatives, State Fire Marshals, Construction Supervisor, Design Architect/Engineer, Project Managers wherein facts are presented in a noisy, dirty, distracting environment.  Ability to state the facts so they are clear, understood, and can be acted upon quickly with verbal agreements so as not to slow the construction process.  From the decisions reached must then be able to quickly (that day or the next) put into concise accurate reports and/or agreements/meetings summaries to memorialize the actions taken or to be taken.

· Control the safety of the work site, quality of the completed work, the production rates of Casual Trades personnel, the coordination of various trades, contractors/subcontractors, and equipment/material suppliers.
Mental Abilities:
· Read, write and understand English in order to follow and enforce safety procedures.
· Understand written and verbal communications in English.
· Read and understand construction plans and specifications

· Read and understand building codes

· Read, write and understand English in order to follow instructions on manufacture’s guide of products.

· Add, subtract, multiply and divide in all units of measure, using whole numbers, common fractions or decimals.

· Apply common sense in personal safety and safety of equipment in adverse weather conditions (light storms, downpours, etc.)
<b


