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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

10588-OFAM
ANALYST’S INITIALS
        KJM
DATE

11/12/15


	


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

Staff Services Manager I (SSM I)
	POSITION NUMBER

306-123-4800-903
	TENURE

PERMANENT
	TIME BASE

 FORMDROPDOWN 

	CBID

S01

	OFFICE OF

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

Sacramento 
	 FORMDROPDOWN 
 SALARY

Range A
$5,311
TO
$6,598


	SEND APPLICATION TO:

Department of General Services
Office of Fleet and Asset Management
Attn:  Kimberly Garcia, RPA #10588
1700 National Drive
Sacramento, CA  95834

	REPORTING LOCATION OF POSITION

1700 National Drive, Sacramento, CA  95834
	

	
	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: 



	
	SUPERVISED BY AND CLASS TITLE

Steve Paul, Staff Services Manager II (SSM II)
	17. FILE BY

11/23/15


	<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><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>
<br>

<strong>DUTIES</strong><br>
In accordance with controlling agencies’ directives, DGS Manual/Policy, OFAM policy and procedures State Administrative Manual (SAM), the Government Code, Public Contract Code, Management Memos, Executive Orders (EO), Business and Professional Codes, applicable State/Federal laws and best practices utilizing a personal computer, Microsoft products, California Surplus Property System (CSPS), all appropriate office equipment and supplies performs duties to provide and approve surplus disposition methods and solutions and temporary storage solutions for state agencies. <br>
<br>
<strong>SUMMARY OF ESSENTIAL FUNCTIONS</strong><br>
<br>
Plans, directs and coordinates the SP&R and the Transit Storage program. <br>
<br>
Develops operating procedures to ensure an ongoing program providing service to client agencies and public vendor community. <br>
<br>
Develops methods of forecasting future program needs and translates them into a multi-year program plan. <br>
<br>
Reviews work schedules, shift coverage and staffing levels to ensure adequate personnel are available to assist customers in person, via email, the OFAM website and on the telephone.. <br>
<br>
Manages the surplus property and transit storage budget to ensure cost recovery by reviewing and monitoring expenditure reports, contract logs and revenue receipts. <br>
<br>

Facilitates the use of an online auction venue for the disposition and sale of surplus state owned property including vehicles. <br>
<br>
Administers techniques to achieve optimum, low-cost utilization of warehouse space and efficient use of staffing resources.<br><br>
> 



	 CLASS TITLE

Staff Services Manager I (SSM I) 
	POSITION NUMBER

     306-123-4800-903
	RPA NUMBER

10588-OFAM
	FILE BY

11/23/15

	Provides oversight of the preparation of public auctions, both online and live, for the sale of state surplus property including surplus state owned vehicles. <br>
<br>
Evaluates the surplus/transit programs continually for adherence to established rules and policies for keeping costs in check by analyzing data, administration directives, and legislative directives. <br>
<br> 

<strong>DESIRABLE QUALIFICATIONS: </strong><br>
· Demonstrated ability to follow statewide policies, procedures and practices. <br>
· Exercises knowledge of principles, practices and processes of a revenue-generating program. <br>
· Demonstrated ability to work with control agencies to resolve sensitive issues.  <br>
· Demonstrated ability to handle multiple courses of action simultaneously.  <br>
· Extensive knowledge of current surplus property disposition statutes, polices, practices, trends and strategic plans. <br>
· The ability to gain a thorough understanding and knowledge of principles and techniques of quality supervision, performance improvement, team building, principles and practices of employee development, training and personnel management and organizational principles.  <br>
<br>

<strong>SPECIAL PERSONAL CHARACTERISTICS:  </strong><br>
· Possess a demonstrated interest is assuming increased responsibility.  <br>
· Possess familiarity and sensitivity to the priorities, missions, and goals of the Administration, Department, and the Division.  <br>
· Customer service focused.  <br>
· Possess good judgment and discretion.  <br>
<br>
<strong>SPECIAL PERSONAL REQUIREMENT:  </strong><br>
· Demonstrated ability to act independently, open-mindedness, flexibility, and tact.  <br>
<br>
<strong>ADDITIONAL QUALIFICATIONS: </strong><br>
· Possess experience handling multiple responsibilities.  <br>
· Ability to take the initiative to work with others to resolve problems.  <br>
<br>

<strong>WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES REQUIRED TO PERFORM DUTIES:  </strong><br>
· Harsh climate conditions (heat, cold, rain, wind).  <br>
· Required to work Saturday during Public Auctions.  <br>
· Work in office environment requires appropriate business dress<br>
· Possess ability to effectively handle stress and deadlines in a fast-paced work environment.  <br>
· Exercise a high degree of independence consistently.  <br>
· Use a PC to communicate and prepare written material.  <br>
· Balance multiple projects and tasks simultaneously.  <br>
· Ability to travel periodically.  <br>
<br>
<strong>HOW TO APPLY: </strong><br>
· If interested submit <b>cover letter</b>, employment <b>application (STD. 678)</b>, and <b>résumé</b> to the above address.  Specify <b>RPA #10588</b> and <b>state your eligibility</b> (e.g. lateral transfer, list appointment, SROA, etc) in the <b>Explanations section</b> of the application. <br>
· Include copy of <b>exam results, college diploma/transcripts and SROA documentation</b> (if applicable.) <br>
· Applications received without this information <b>will not be considered</b> for review <b>nor will e-mailed/faxed applications.</b> If you require receipt confirmation, please send return receipt through the U.S. Postal Service. <br>
<br>

<strong>SELECTION CRITERIA -</strong><br>
· SROA/Surplus employees are encouraged to apply. <b>Please include a copy of your SROA documentation </b><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>
<center><b><font color=green>***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 10588 SPR SSM I”>kimberly.garcia@dgs.ca.gov </a>and one can be faxed or e-mailed to you.</b></center>


