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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

10426-OFAM
ANALYST’S INITIALS
        KJM
DATE

09/21/15


	


YOU MUST BE A PERMANENT OR PROBATIONARY STATE EMPLOYEE, A FORMER PERMANENT OR PROBATIONARY EMPLOYEE OR ON AN EMPLOYMENT LIST FOR THIS CLASSFICATION IN ORDER TO APPLY FOR THIS POSITION. 
	CLASS TITLE

 Inspector of Automotive Equipment
	POSITION NUMBER

306-113-6892-004
	TENURE

PERMANENT
	TIME BASE

 FORMDROPDOWN 

	CBID

R12

	OFFICE OF

Fleet and Asset Management
	LOCATION OF POSITION (CITY or COUNTY)  

Los Angeles, Orange and Riverside Counties 
	 FORMDROPDOWN 
 SALARY

Range A
$4,132
TO
$5,231


	SEND APPLICATION TO:

Department of General Services
Office of Fleet and Asset Management
Attn:  Kimberly Garcia, RPA #10426
1700 National Drive
Sacramento, CA  95834

	REPORTING LOCATION OF POSITION

Inspection Services, Region 3
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
  8:00am – 5:00pm
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916)  928-2529
	PUBLIC PHONE NUMBER

(916)  928-2529
	POST & BID FILE BY: 

10/02/15

	
	SUPERVISED BY AND CLASS TITLE

Sam Munoz, Sr. Inspector of Automotive Equip.
	17. FILE BY

10/02/15


	<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>

<b><em>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.</em></b>
<br>

<strong>DUTIES</strong><br>
This position is a multi-task field position which requires traveling in an assigned monthly vehicle within the following areas in Region 3:  Los Angeles, Orange and Riverside Counties. <br>
<br>
Under the general direction of the Sr. Inspector of Automotive Equipment, the incumbent will perform automotive and equipment related inspections for the State of California agencies and clients.  In order to maintain safety in the workplace the incumbent will be responsible for providing support to agencies with fleets of state owned vehicles and equipment and scheduling appointments for performing routine inspections. <br>
<br>

· Gives answers to questions by providing factual information in responding to inquiries from clients about mobile equipment repairs and procedures by referring to OFAM policies and procedures on a daily basis. <br>
· Assists agencies with the acquisition and disposition of vehicles and equipment by scheduling appointments and responding to calls in order to inspect, test, review and make appropriate recommendations as to the disposition of vehicles and equipment. <br>
· Determines the appropriate repair method by referring to manufacture recommendations, OFAM procedures and repair facility inspections in order to maintain fleet vehicles and equipment in a safe manner. <br>
· Assists clients with automotive inspection needs in order to ensure that repairs are completed and carried out in a timely manner by providing referrals to OFAM approved repair facilities and working with local field inspectors.  <br>
· Assists clients over the phone or in person by providing authorization for repair work on State vehicles and equipment by following preventative maintenance guidelines, manufacturer recommendations and referring to Chilton and Mitchell parts and labor manuals.  <br>
· Reviews and approves vehicle repairs by assigning an authorization tracking number and recording in writing the repair of State vehicles and equipment in order to maintain appropriate records and facilitate the billing process. <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

GS1T (REV. 1/98) - BPM 03/00


	 CLASS TITLE

Inspector of Automotive Equipment
	POSITION NUMBER

     306-113-6892-004
	RPA NUMBER

10426-OFAM
	FILE BY

10/02/15

	<strong>DESIRABLE QUALIFICATIONS: </strong><br>
· Willingness to travel throughout an assigned area. <br>
· Ability to be self-motivated, operate with a high degree of independence and to be tactful. <br>
· Ability to serve as liaison with other state agencies and private sector vendors. <br>
· Utilize good work habits. <br>
· Analyze data accurately and reason logically.  <br>
· Ability to locate information from industry related publications, state and federal government sources related to motor vehicle recalls, safety and environmental issues.  <br>
· Be well organized and thorough.  <br>
<br>

<strong>ADDITIONAL QUALIFICATIONS: </strong><br>
· Possess and maintain a valid California Driver's License (Class C) and a good driving record. <br>
· Medical examination and approval by CalHR required prior to appointment. <br>
· Knowledge of current manufacturer's specifications for vehicles and equipment.<br>
· Ability to determine the desirability of repairing versus replacing vehicle and equipment.  <br>
· Ability to analyze cause of failures or excessive wear. <br>
· Knowledge of modern office methods, supplies, equipment, and procedures with particular reference to Microsoft Word, Excel, Outlook, and the use of the Internet. <br>
<strong>WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES REQUIRED TO PERFORM DUTIES:</strong><br>
· Communication skills, both oral and written. <br>
· Requires ability to effectively handle stress and deadlines.<br>
· Ability to stoop, bend, reach and extend arms in any direction to inspect and test vehicles and equipment. <br>
· Driving for extended periods of time.<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 #10426</b> and <b>state your eligibility</b> (e.g. lateral transfer, list appointment, SROA, etc) in the <b>Explanations</b> section of the application. <br>
· <b>If list appointment, include a copy of your exam results.  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 US Postal Service.<br>
<br>

<strong>SELECTION CRITERIA-</strong><br> 
· 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). <b>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.</b> If no local bidders, then<br>
· 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<br>
· SROA/Surplus employees will be considered prior to other recruitment methods.<br>
· 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.<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 10426 R3 IAE”>kimberly.garcia@dgs.ca.gov </a>and one can be faxed or e-mailed to you.</b></center>


