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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

10542 - BPM
ANALYST’S INITIALS

smt
DATE

11/6/15


	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

Staff Services Manager I 
	POSITION NUMBER

308-220-4800-921
	TENURE

Permanent
	TIME BASE

Full Time
	CBID

S01

	OFFICE OF

Building and Property Management Branch
	LOCATION OF POSITION (CITY or COUNTY)

1304 O Street, Sacramento
	MONTHLY SALARY

$ 5,311
to

$ 6,598


	SEND APPLICATION TO:
Department of General Services
Building and Property Management Branch
707-3rd Street, Suite 5-305
West Sacramento, CA  95605
Attn:  Linda McGuire
	REPORTING LOCATION OF POSITION

BPM HQ – 1304 O Street
	

	
	SHIFT AND WORKING HOURS

Days – 8:00 am – 5:00 pm
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

Monday – Friday,  DAYS OFF:  Sat/Sun
	

	
	PUBLIC PHONE NUMBER

(916)  376-1843
	PUBLIC PHONE NUMBER


	

	
	SUPERVISED BY AND CLASS TITLE

BPM Branch Chief
	FILE BY

11/16/15


	<br>
The Department of General Services’ (DGS) Core Values and Expectations of Supervisors and Managers 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 managers and supervisors are to adhere to the Core Values and Expectations of Supervisors and Managers, and to exhibit and promote behavior consistent with those values and expectations. <br>
<br>

<b> * * * PLEASE INDICATE RPA10542 - BPM ON YOUR APPLICATION * * * </b><br>
<br>

SELECTION CRITERIA <br>
· SROA/Surplus/Re-employment employment employees are encouraged to apply. <br>
· Transfer, 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’s 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 and annually thereafter.  Failure to comply with the Conflict of Interest Code requirements may void the appointment. <br>
<br>

All work to be accomplished in accordance with all applicable laws, rules, regulations and/or guidelines of the Department of Personnel Administration (DPA), the State Personnel Board (SPB), State Compensation Insurance Fund (SCIF), Federal and State Laws, Memorandums of Understanding (MOU), Master Agreement, the Department of General Services (DGS), Office of Risk and Insurance Management (ORIM), Real Estate Services and BPM policies, procedures and manuals. <br>
<br>
The BPM provides maintenance and operations services to over 22 million square feet of office space, statewide from Redding to San Diego.  The BPM has approximately 1,587 employees and a budget of approximately $353 million, which includes an annual Special Repair Budget of $10 million, additional Special Repair Projects in the Architecture Revolving Fund (ARF) of $30 million, other agency projects of $15 million, and Professional Services/Project Management Branch projects of over $30 million.  Each of the 60 management units within the 8 regions has a separate operating and building budget.  The SSM I  has the following responsibilities: funding source; Capitol budgeting and reporting requirements; security contracts; fiscal analysis and report preparation; Capital Outlay BCP’s; financial plan preparation and new cost proposals; ABMS Specialist; reporting fiscal impact of new legislation; maintaining historical building documentation; and preparing the annual Special Repair Budget. <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

Staff Services Manager I 
	POSITION NUMBER

308-220-4800-921
	RPA NUMBER

10542 - BPM 
	FILE BY


11/16/15

	<br>
Under the general direction of the CEA Level B, BPM Chief of the Building and Property Management Branch (BPM), the incumbent will supervise staff, oversee the BPM Facility Maintenance Operations system, Maximo, and develop guidelines and procedures to ensure that preventive maintenance is addressed timely and be cost effective. <br>
<br>
ESSENTIAL FUNCTIONS<br>
In order to ensure the BPM’s Facility Maintenance System, Maximo, to maximize employee productivity according to Industrial Best Practices: <br>
· Oversee the pre-existing Facility Maintenance system within BPM <br>
· Establish system procedures, business practices to protect the state’s investment in real property and assets<br>
· Identify the most cost effective and efficient work flow from the customer throughout the BPM maintenance organization

· Determine the need for system upgrades to the Maximo system <br>
· Ensure a high level of technical and administrative support to BPM management to maintain maximum efficiency for the repair and maintenance of all state owned buildings. <br>
· Oversee the Maximo System and the accounting system to ensure no overlap of function

<br><br>
In order to oversee staff effectiveness for BPM facility’s preventive maintenance operations program according to published guidelines: <br>
· Determine priority of preventive and predictive building maintenance utilizing multiple reports developed by staff. <br>
· Develop management reports to BPM executive staff comparing maintenance schedules and emergency repairs to identify appropriate level of repair staff 

<br><br>
In order to oversee the development of guidelines to determine the usefulness of state owned buildings equipment and the need for replacement: <br>
· Oversee the preliminary data gathering and documentation to establish a methodology for analyzing lifecycle costing of major facility components and equipment utilizing similar life cycle references such as RS Means and Whitestone. <br>
· Oversee the development of standards for evaluating condition and projecting the need for replacement

<br><br>
In order to ensure consistent and accurate building maintenance and repair practices are followed throughout the BPM six regions: <br>
· Develop and identify non-compliant or costly business and maintenance practices<br>
· Work with staff and building managers to develop standard reports <br>
· Oversee the staff analysis of preventive repair processes utilizing BPM facility maintenance information and ad hoc report to determine possible overlapping or redundancies of functions being performed by BPM staff

<br><br>
In order to supervise staff in accordance with DPA and SPB laws and rules, Memoranda of Understanding, DGS policies and guidelines, and Worker’s Compensation and Cal-OSHA guidelines: <br>
· Monitor and evaluates performance using BPM appraisal forms, completed employee assignments, project tracking worksheets and discussions with employees; provides on-the-job training to employees using a one-on-one approach or in group settings. <br>
· Prepares written performance evaluations using probationary reports and Individual Development Plans under established timelines. <br>
· Encourage staff participation in departmental training for upward mobility purposes. <br>
· Takes corrective action to improve performance following the Department’s Constructive Intervention process.

<br><br>
In order to maintain an accurate reporting to the SCO for issuance of correct payroll warrants of subordinate staff’s time or accurate reporting to the OFS for the billing of services for clients through the use of the Project Accounting and Leave (PAL) system in accordance with DGS policies and guidelines, MOU provision and SPB and DPA laws and rules: <br>
· Grants or denies subordinate staff request for time off or requests to work overtime<br>
· Ensures subordinate staff has sufficient leave credits available for the leave requested. <br>
· Approves PAL entries for subordinate staff on dock or AWOL on or before the designated SCO semi-monthly or monthly payroll cut-off date (to ensure the correct issuance of a SCO warrant that is returned to SCO for late dock, issuance of correct overtime pay due to an employee, and/or proper billing to clients for services rendered).

<br><br>
MARGINAL FUNCTIONS<br>
Conducts research and presents findings for a variety of special projects, as assigned by management. <br><br>
KNOWLEDGE AND ABILITIES: <br>
Knowledge of:  Principles, practices, and trends of public and business administration, including management and supportive staff services such as budget, personnel, management analysis, planning, program evaluation, or related areas; principles and practices of employee supervision, development, and training; program management; formal and informal aspects of the legislative process; the administration and department's goals and policies; governmental functions and organization at the State and local level; department's Equal Employment Opportunity Program objectives; and a manager's role in the Affirmative Action Program and the processes available to meet affirmative action objectives.

 <br><br>
Ability to: Reason logically and creatively and utilize a variety of analytical techniques to resolve complex governmental and managerial problems; develop and evaluate alternatives; analyze data and present ideas and information effectively both orally and in writing; consult with and advise administrators or other interested parties on a wide variety of subject-matter areas; gain and maintain the confidence and cooperation of those contacted during the course of work; review and edit written reports, utilize interdisciplinary teams effectively in the conduct of studies; manage a complex Staff Services program; establish and maintain project priorities; develop and effectively utilize all available resources; and effectively contribute to the department's affirmative action objectives.
<br><br>
SPECIAL PERSONAL REQUIREMENTS: <br>
· Demonstrated ability to act independently, open-mindedness, flexibility, and tact.
<br><br>
DESIRABLE QUALIFICATIONS: <br>
· Must be a team leader<br>
· Ability to motivate staff<br>
· Must have good attendance<br>
· Mature judgment, loyalty and discretion. <br>
· Knowledge of ABMS Modules. <br>
· Ability to work closely with BPM Supervisors. <br>
· Willingness to do routine or detailed work in order to learn the practical application of administrative principles; and demonstrated capacity for development as evidenced by work history, academic attainment, participation in school or other activities, or by well-defined occupational or vocational interests; willingness and ability to accept increasing responsibility. <br>
· Ability to create reports data bases, Crystal Report applications and SQR reports<br>
· Ability to independently design, prepare and conduct training sessions for large groups of BPM employees.

<br><br>
ADDITIONAL QUALIFICATIONS <br>
· Ability to organize, set priorities, and work independently with minimum of supervision. <br>
· A working knowledge of spreadsheets and relational databases. <br>
· Knowledge of BPM Maximo System. <br>
· Knowledge of ABMS Projects Module, Transaction Controls, Project and Task Ownership, New Projects, Budgeting, Invoicing and Maximo Linking. <br>
· Knowledge of BPM Tenant Services, ARF & Special Repair Project funding processes<br>
· Knowledge in the use of Microsoft Applications such as Microsoft Word, Excel and Access. <br>
· Knowledge of SQL command language. <br>
· Knowledge of Facility Maintenance.

<br><br>
INTERPERSONAL SKILLS <br>
· Ability to communicate both verbally and in writing<br>
· Ability to work in a stressful environment<br>
· Receive and follow direction from executive staff. <br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES: <br>
· Requires ability to effectively handle stress and meet deadlines. <br>
· Communications skills, both oral and written. <br>
· Maintain required job schedule. <br>
· Focus attention on details and follow work procedures. <br>
· Ability to travel. <br>



