	
	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

10614 - BPM
ANALYST’S INITIALS

smt
DATE

11/2/15


	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

Locksmith I
	POSITION NUMBER

308-108-6642-004
	TENURE

Permanent
	TIME BASE

 FORMDROPDOWN 

	CBID

R12

	OFFICE OF

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

CADA Building, Central Shop 
	 FORMDROPDOWN 
 SALARY

Range A

$3770 - $4339
DGS DOES NOT UTILIZE RANGE B

	SEND APPLICATION TO:

Building & Property Management Branch
Region V - Central Shop – CADA Building
1304 O Street, Suite 300
Sacramento, CA  95814
Attn:  John Kershaw, Building Manager

	REPORTING LOCATION OF POSITION

1304 O Street, Sacramento, CA 95814
	

	
	SHIFT AND WORKING HOURS

Day shift, 8:00am - 4:30pm
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

Monday through Friday;
               DAYS OFF:  Saturday / Sunday
	

	
	PUBLIC PHONE NUMBER

(916) 323-9194
	PUBLIC PHONE NUMBER

(   )     -    
	POST & BID FILE BY: 

11/9/15

	
	SUPERVISED BY AND CLASS TITLE

Lloyd George, Supervisor of Building Trades
	17. FILE BY

11/9/15


	Please put RPA #10614 on your application. <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>

Bargaining Unit 12 - The selection criteria will be in the following order: <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).  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 <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>
<br>
The minimum qualifications for entrance into the Locksmith exam are: <br>
Experience: Two years of experience as a locksmith.  (Completion of an approved vocational training program in locksmithing may be substituted for up to one year of the required experience on a month-to-month basis, 
or

Experience in a recognized apprenticeship program involving 2,000 hours per year may be substituted on a month-to-month basis for the entire two-year experience requirement.)

<br><br>
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. <br>
<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

Locksmith I
	POSITION NUMBER

308-108-6642-004
	RPA NUMBER

10614 - BPM
	FILE BY


11/9/15

	<br>
Under the direction of the Supervisor of Building Trades and/or Office Building Manager III, the incumbent is responsible for providing locksmith services to multiple State agencies in State -owned and –occupied buildings in the Central Shop’s Downtown Sacramento service area. <br>

<br>

The Region V, Central Shop is located in the CADA Building at 1304 O Street, Sacramento, CA 95814.  The incumbent is responsible for the locksmith services at 23 State agency buildings ranging in height from 1 to 25 stories, 3 garage complexes, and totaling approximately 8.5 million square feet.  The incumbent may be required to work in any of these low/high rise buildings in the Downtown Sacramento area that includes other buildings located in the BPM Regions I, II, IV and Capitol Historic.  May occasionally need to work in other buildings that are not located in Downtown Sacramento. <br>

<br>

DUTIES <br>
All work to be accomplished in accordance with guidelines of the Department of General Services (DGS), Building and Property Management (BPM) Manuals, Real Estate Services Division (RESD) and BPM strategic plans, and the Excellence in Public Buildings Initiative in order to maintain and repair all buildings by following published guidelines (i.e., SAM, BPM, DGS) and published industry standards.  Assignment may require temporary shift change or building location change. <br>
<br>
The incumbent will learn and apply sustainable (environmentally safe) work practices in the operation and maintenance of all building systems and equipment. <br>
<br>
ESSENTIAL FUNCTIONS <br>
In order to maintain locks in State buildings, according to published guidelines: <br>
· Installs and repairs locks at the request of the customer. <br>
· Maintains cylinder and bit key locks. <br>
· Makes or cuts keys for cylinder and bit locks, cabinet locks and padlocks. <br>
· Opens locks when requested by customer. <br>
· Provide key for lock when requested by “work request”. <br>
· Changes lock combinations, repairs or replaces tumblers, springs and other lock parts. <br>
<br>
In order to maintain security of locks, in accordance with published guidelines: <br>
· Maintains records on the location of keys for each lock. <br>
· Maintains security of duplicate keys. <br>
<br>
In order to maintain inventory of keys, in accordance with published guidelines: <br>
· Maintains inventory of new keys that are available to be made upon customer’s request. <br>
· Keep records of keys issued for specific work locations. <br>
· Cleans restock parts to keep in appropriate location for inventory reports. <br>
<br>
Complete all related paperwork, including but not limited to time cards, work orders, MAXIMO tickets and projects reports. <br>
<br>
Prepare job design layouts, including materials lists and time schedules. <br>
<br>
MARGINAL FUNCTIONS <br>
· Performs related installation and repair of exit panic devices, doorknobs, and door strikes. <br>
· Attend safety meetings. <br>
· Submits verbal or written equipment and supply inventory requests to Building Manager in order to keep adequate inventory supplies on hand. <br>
<br>
KNOWLEDGE AND ABILITIES: <br>
Knowledge of:  Methods, materials, tools and equipment used in the trade of a locksmith. <br>
<br>
Skill As:  A locksmith. <br>
<br>
Ability to:  Read shop drawings and work from plans and specifications; understand and carry out oral and written directions, read and write at a level appropriate to the classification. <br>
<br>
DESIRABLE QUALIFICATIONS <br>
· The incumbent will be required to possess and maintain a valid California Driver’s License, Class C in order to drive self, supplies and/or equipment from one job site to another while driving a State vehicle in order to perform the required duties of the Locksmith I, Central Shop, Sacramento. <br>
· The incumbent may be required to pass the Department of Justice background and/or fingerprint checks in order to work in restricted security access floors/buildings located in the service area of the Central Shop. <br>
· The incumbent will be required to take a medical examination and must be approved by the State Personnel Board. <br>
<br>
SPECIAL PERSONAL CHARACTERISTICS <br>

· Ability to work independently and cooperatively with team members. <br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES: <br>
WORK ENVIRONMENT <br>
· Work in low-rise (6 floors and lower) to high-rise (7 floors and higher) office-building environment. <br>
· Wear unaltered BPM supplied shirts and/or pants according to current uniform requirements. <br>
· When working in the interior of the building, may need to use passenger or freight elevator to get self, equipment or supplies from one floor to another floor. <br>
· Work may involve exposure to unusual elements, such as extreme temperatures, dirt, dust, fumes, unpleasant odors, and loud noises. <br>
· Work environment may involve some exposure to hazardous materials or physical risks, which requires basic safety precautions. <br>
· May be required to work outdoors and in all weather conditions, including rain, heat and cold. <br>
· Work on various uneven ground surfaces. <br>
· Work in public access areas. <br>
· Work in noisy areas or with noisy equipment or machinery. <br>
· Work in any regional location. <br>
· May require ability to work overtime. <br>
<br>
PHYSICAL ABILITIES <br>
· Typical work activities involve frequent and prolonged periods of standing, walking extended distances, bending, stooping, kneeling or squatting while performing duties. <br>
· Repetitive grip, grasp, and hand movement while using tools or power equipment applicable to job being performed that  requires fine motor skills/dexterity in order to perform detailed work. <br>
· Reach or stretch by extending hand(s) or arm(s) in any direction. <br>
· 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. <br>
· May require physical activity that requires heavy physical work; heavy lifting, pushing or pulling required of objects up to 50 pounds. <br>
· Wear safety equipment during the performance of duties, i.e., ear plugs when working around machine spaces or as necessary, dust masks when exposed to harmful dust particles, eye goggles when exposed to airborne particles, cloth gloves when working with abrasive materials, rubber boots or raingear and back support as needed. <br>
<br>
MENTAL ABILITIES <br>
· Read, write and understand written and verbal communication in English in order to follow instructions on manufacturer’s labels for use of and/or mixture of products and enforce safety procedures. <br>
· May need to add, subtract, multiply and divide in all units of measure, using whole numbers, common fractions or decimals. <br>
<br>




