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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

10424-OFS/AD
ANALYST’S INITIALS

 SM
DATE

9/17/15


	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

306-240-1139-007
	TENURE

 FORMDROPDOWN 
      
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R04

	OFFICE OF

Office of Fiscal Services

(Administration)
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY

$2,809
TO
$3,515

	SEND APPLICATION TO:

Department of General Services
Office of Fiscal Services
Administration
707 Third Street, 9th Floor, IMS Z-1

West Sacramento, CA 95605
Attn:  Randi gutierrez 

	REPORTING LOCATION OF POSITION

707 Third Street, 9th Floor, West Sacramento
	

	
	SHIFT AND WORKING HOURS

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

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916)  376-5143
	PUBLIC PHONE NUMBER

(916)  376-5143
	

	
	SUPERVISED BY AND CLASS TITLE

Rebecca Granroth, Staff Services Manager II (Sup) 
	FILE BY

10/2/15


	<br>
**PLEASE REFERENCE RPA NUMBER 10424 OFS/AD AND THE BASIS OF YOUR ELIGIBILITY ON THE APPLICATION** <br>
<br>

APPLICATIONS WILL BE EVALUATED BASED ON ELIGIBILITY AND DESIREABLE QUALIFICATIONS AND INTERVIEWS MAY BE SCHEDULED<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>

SELECTION CRITERIA <br>
· SROA/Surplus employees are encouraged to apply and will be considered prior to other recruitment methods. <br>
· Transfers, reinstatements, or recruitment from the employment list may be considered.  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.  <br>
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. <br>
<br>
ESSENTIAL FUNCTIONS<br>
Performs the following attendance clerk functions for OFS in accordance with bargaining unit provisions, and applicable CA Department of Human Resources (CalHR), State Personnel Board (SPB), and Office of Human Resources (OHR) rules, regulations and guidelines utilizing the Project Accounting Leave (PAL) and Activity Based Management System (ABMS) following the User Manuals for reference:<br>
· Answers a variety of inquiries, gathers and provides information to staff and other governmental employees requiring reference to a number of sources and explanation of applicable regulations.<br>
· Consolidates individual transaction records into a single unit record. <br>
· Reviews documents for compliance with complex criteria where judgment is required to assure conformance and/or to determine action to be taken. <br>
· Generates Employee Status and Total Time Worked reports in order to verify PAL timesheets are submitted and approved prior to the SCO interface date. <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
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	 CLASS TITLE

Office Technician (Typing)
	POSITION NUMBER

306-240-1139-007
	RPA NUMBER

10424-OFS/AD
	FILE BY


10/2/15

	· Enters information on work-related injuries into ABMS and submits applicable forms for processing following form instructions in order to keep accurate records. <br>
· Provides assistance to staff and management in order to resolve PAL problems and/or discrepancies involving leave balances, overtime reported and work time, including  Alternate Work Week Schedules, by communicating with staff and OHR as needed. <br>
· Maintains confidential personnel records. <br>
· Generates reports from ABMS (i.e. overtime, leave balance, etc.) as directed by supervisor in order to provide accurate information on employee records. <br>>
<br>
Performs as the initial contact person for the office in order to assist employees and supervisors with personnel-related issues/information including, but not limited to, health, dental and vision enrollments, catastrophic leave program, Industrial Disability Leave, Non-Industrial Disability Insurance, formal leaves of absence, Family Medical Leave Act/California Family Rights Act, and Long-Term Disability following the Benefits Administration Manual (BAM), HR Memorandums, and program guidelines.  Tasks include: <br>
· Advises employees of the benefits to meet needs or eligibility by meeting with employees and referring to the BAM. <br>
· Orders and maintains a current supply of benefit information and enrollment forms by contacting form sources. <br>
· Assists employees in the completion of forms by verifying codes, signatures and dates. <br>
· Processes and distributes completed forms by following form instructions. <br>
· Acts as liaison with OHR to resolve processing and other issues as needed by contacting OHR staff via phone or email. <br>
<br>
As the Training and Development Coordinator for OFS, the incumbent will be responsible for facilitating employee training and development activities within OFS.  This includes the following: <br>
· Prepare and process Training Requests received from OFS staff with management approval utilizing ABMS and Microsoft (MS) Office. <br>
· Consult with OFS management regarding office training and development needs. <br>
· Work with supervisor to evaluate office training needs working with DGS University to develop specialized programs utilizing State training resources. <br>
· Inform and advise OFS management and staff on training issues, develop and make recommendations regarding changes in training programs and procedures to address issues. <br>
· Maintain an automated system containing detailed training records and prepare training reports required by OFS management and DGS University utilizing ABMS and MS Office. <br>
· Maintain class schedule information from a variety of sources and counsel staff concerning available training options and mandated requirements. <br>
· Track and facilitate recognition of 25 Year Service and Retirement Awards. <br>
· Attend OHR meetings on a regular or as needed basis specific to Training Coordinator duties. <br>
<br>
In order to provide clerical support to the OFS, incumbent will perform the following: <br>
· Takes initiative in setting up original form letters or developing complex forms. <br>
· Provides clerical support to all OFS staff by typing memos, letters and other correspondence and documents, maintaining confidential files, copying and filing and/or distributing personnel-related documents as directed following established protocols using personal computer and copy machine. <br>
· Acts as the receptionist by receiving deliveries and greeting visitors in person and over the phone and directing callers and visitors to the appropriate office staff following established protocols. Receives, routes, and distributes and processes incoming and outgoing mail independently analyzing and prioritizing mail addressed to the office. <br>
· Enters and/or corrects employee time in PAL as directed by the supervisor or manager in order ensure accurate records. <br>
· Enters new employee information on the ABMS Quick Employee Entry screen upon receipt of hiring documents from the Personnel Liaison (PL) or Supervisor in order to alert OHR, Enterprise Technology Solutions (ETS), and Business Services Section (BSS) of new employee. <br>
· Enters employee separation information into ABMS upon notification from PL or Supervisor in order to alert OHR, ETS and BSS. <br>
· Functions as the OFS Transportation Management Coordinator utilizing Excel and the Internet  in order to ensure staff are aware of the commuter program and receive their vouchers timely, by ordering the vouchers online and distributing the vouchers to OFS employees. Prepares, audits, and reconciles voucher transmittals by following OFS procedures for the mass transit commute program. <br>
· Functions as the OFS Public Records Request Coordinator. <br>
· Functions as the OFS Records Management Coordinator (process and maintain records transfer list and surplus property). <br>
· Functions as the Building/Space Liaison for OFS by working with BSS to ensure the coordination of telecommunications (moves, additions and deletions) and to facilitate resolution of issues regarding office space, heating, cooling, repairs, lighting and janitorial. <br>
<br>
In order to maintain an accurate record of Merit Salary Adjustments (MSA), probationary reports and annual performance appraisals upon receipt of ABMS alerts and completed forms: <br>
· Maintains a database using Excel to track completion of MSA, probation reports and performance appraisals. <br>
· On a monthly basis, distributes annual performance appraisal and probationary report forms to supervisors for completion by providing forms to managers. <br>
· Prepares status reports for HR Manager of completed probations and appraisals by entering data into the Excel database. <br>
· Sends copies of completed reports to OHR, PTU to be included in Official Personnel Files using the interoffice mail system. <br>
<br>
Following OFS procedures, receives and logs FS 1 forms from the DGS offices, route to appropriate office personnel for approvals.  Once approvals are received, log documents out to ETS in order to have ABMS controls set up for new employees in a timely manner. <br>
<br>
Serve as the OFS Property Custodian:<br>
· Responsible for taking the physical inventory count. <br>
· Receive and log equipment for OFS. <br>
· Gather and review data utilizing ABMS and establish and maintain an electronic inventory tracking system of all OFS equipment, software and licensing information. <br>
· Verify and report the retirement, transfer, or movement of assets. <br>
· Assign Asset Tag Labels to all incoming new assets for OFS. <br>
· Functions as the surplus property coordinator for OFS. <br>
· Prepare and submit Surplus Property Reuse forms (STD 152) to DGS Interagency Support Division, Property Reuse Program for review and approval. <br>
· Review office supply list from OFS staff, obtain manager/supervisor approval, prepare requisition, track received inventory, and distribute to employees. <br>
<br>
As the Safety Coordinator for OFS, act as a liaison between OFS and the DGS Safety Coordinator.  This includes serving as a departmental Incident Commander for emergency responses and/or drills and implementing safety planning, rules, work procedures, and a safety communications system with OFS staff to ensure employee compliance with safe work practices and emergency preparedness. This includes: <br>
· Establish, implement and maintain OFS contingency, emergency, and Workplace Injury and Illness Prevention Program (IIPP) procedural manuals. <br>
· Coordinate and assign members to the Ziggurat Emergency Response Team (ZERT) for OFS ensuring all ZERT team members are knowledgeable of departmental emergency procedures and designated safety roles. <br>
· Consult with the Office and other departmental staff to develop, evaluate, and update OFS departmental action and emergency plan. <br>
· Research, obtain, and distribute information regarding safety to OFS employees in order to maintain a safe and healthful workplace. <br>
· Report unsafe conditions and accident prevention opportunities to management for action. <br>
· Secure and maintain adequate First Aid kits and emergency supplies. <br>
· Represent OFS on departmental Health and Safety Committee and IIPP meetings. <br>
· Monitor OFS IIPP issues (Cal/OSHA, hazard assessment control, and accident investigations), recommending solutions and/or implementing corrections. <br>
· Attend Safety Coordinator meetings on a regular or as needed basis. <br>
<br>
As the Reasonable Accommodation Coordinator for OFS, ensure compliance with federal and state laws, including the following: <br>
· Coordinate requests for reasonable accommodation, following through to ensure resolution. <br>
· Advise and respond to supervisors and managers regarding FMLA/CFRA requests and incidents. <br>
· Attend reasonable accommodation training, and share new information with supervisors, managers, and personnel liaisons. <br>
· Attend meetings on a regular or as needed basis as related to Reasonable Accommodation Coordinator duties. <br>
<br>
KNOWLEDGE, SKILLS 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 grammar; 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>
DESIRABLE QUALIFICATIONS<br>
· Knowledge and proficiency in Outlook, Excel and Word<br>
· Knowledge of Oracle applications<br>
· Excellent organizational skills<br>
· Dependability and excellent attendance record<br>
· Flexible and able to re-prioritize assignments<br>
· Excellent telephone techniques and customer services skills<br>
<br>
SPECIAL PERSONAL CHARACTERISTICS<br>
Ability to work well with a team and detail oriented <br>
A demonstrated interest in assuming increasing responsibility; good judgment; poise; tact; and discretion <br>
<br>
INTERPERSONAL SKILLS<br>
Demonstrate professional behavior in the work environment and represent the office professionally<br>
· Exercise a high degree of initiative, independence and originality<br>
· Adapt to change<br>
· Appropriate attire for an office environment<br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES<br>
· Frequent use of computer<br>
· Able to lift office supplies, books, manuals, etc.<br>
· Able to effectively handle stress, work with changing priorities, multiple tasks, and meet tight deadlines<br>



