	
	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

CSB - 10643
ANALYST’S INITIALS

IWS
DATE

12-14-15


	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 (Supervisory)
	
717-234-4800-998
	TENURE

Limited-Term 12-Monthsl  
	TIME BASE

 FORMDROPDOWN 
 
	CBID

S01

	OFFICE  OR BRANCH 
RESD/Construction Services Branch
	LOCATION (CITY or COUNTY)

Sacramento

	 FORMDROPDOWN 
 SALARY
$5,311
To

$6,598

	8. SEND APPLICATION TO:

RESD/Exec Office
707 3rd Street, 5th Floor
West Sacramento, CA  95605
     
Attn:  Gloria Toscano
	WORKING DAYS AND HOURS

MON - FRI,   FORMDROPDOWN 
 - 8:00 am to 5:00 pm
	

	
	PUBLIC PHONE NUMBER

(916)  443-9819
	CALNET NUMBER

(  )       
	

	
	SUPERVISED BY AND CLASS TITLE
Doug Brenning, Chief
	FILE BY

12-28-15


	<
PLEASE INDICATE RPA # 10643 ON YOUR APPLICATION
<br>
THIS POSITION IS LIMITED-TERM 12-MONTHS.  

THIS POSITION MAY BE EXTENDED AN ADDITIONAL 12 MONTHS, OR 

MAY BE TERMINATED AT ANY TIME, OR

 MAY BECOME PERMANENT AT A LATER DATE <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>
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>
In order to provide functional/professional management and supervision of  subordinate staff in accordance with the CSB Manual, DCU Manual and DGS policy and procedures: <br>
· Provides Consultation to Chief of Construction Services Branch, Assistant Chief of Direct Construction Unit on key administrative functions for CSB Headquarters and field Offices. <br>
· Provides oversight and direction to Support Staff and Field Offices for administrative functions and performance through regular staff meetings and site visits to communicate expectations, review duty assignments, provide training and evaluate results. <br>
· Directs DCU Budget and Accounting staff by reviewing and approving operation/project accounting expenditures, and income/overhead account costs to determine CSB fee structure and burden rate. <br>
· Establishes processes for developing and maintaining, a Master Equipment Inventory/Fleet Management Inventory System for CSB in accordance with State Administrative Manual chapters 8600-8652. <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
Staff Services Manager I (Supervisory)
	POSITION NUMBER

717-234-4800-998
	RPA NUMBER

CSB- 10643
	FILE BY


12-28-15

	<br>
· Reviews and approves the hiring, separation and classification upgrades of Civil Service and Casual Trades positions for CSB HQ and Field Offices per CAL HR, DGS HR and DIR guidelines. Reviews and approves the hiring, separation and classification upgrades of Civil Service and Casual Trades positions for CSB HQ and Field Offices per CAL HR, DGS HR and DIR guidelines.  <br>
· Directs and oversees the Procurement and Contracting functions for CSB HQ and Field Offices in the creation and administration of Public Works, Service Contracts, A & E Contracts, Service Orders, Purchase Orders, Payrolls, Invoice Payments, and CalCard use by communicating expectations. <br>
· Conducts internal and external audits of CSB DCU Headquarters and Field Construction for Restoration/Historic Rehabilitation Estimating, Project Management, Construction Management, Construction Project Accounting, Public Works Contracting, Purchasing, Property Control and Fleet Management operations to asses performance and regulatory compliance with State Administrative Manual, CSB Manual and DGS directives.  <br>
· Provides oversight and guidance to CSB HQ Staff and Field Offices by researching, developing, scheduling and facilitating formal and informal procurement trainings as necessary to assist staff in performing job functions more efficiently and effectively in order to ensure the effective application of resources by applying quality standards. <br>
<br>
In order to provide administrative/procedural management and supervision for subordinate staff in the hiring of Civil Service and Casual Trades employees by providing efficient and effective operation of the CSB Headquarters and Field Administrative staff in accordance with CAL HR, DGS HR, CSB policies and procedures, the State Personnel Board, Department of Industrial Relations and Department of Personnel Administration (DPA) rules and regulations: <br>
· Oversees activities of subordinate staff to assure compliance with policies, maintenance of a safe and accessible workplace by following Equal Employment Opportunity requirements. <br>
· Reviews, interprets, approves and oversees Memorandums of Understanding (MOU’s), for Casual Trades employees’ Prevailing Wage rates, Per Diem requirements and State employees’ Bargaining  Union contract requirements including overtime, holidays, shift differential and subsistence utilizing the Bargaining  Union contract, Department of Industrial Relations guidelines, various MOU’s and Master Labor Agreements for 58 counties.  <br>
· Reviews and approves monthly dues payments reports for Welfare Benefit and Trust Plans annually for over 120 union casual employees, ensuring that dues are paid on correctly and on time, insuring that State is not penalized for late reporting. <br>
· Collaborates with OHR, COA, CSB Executive Staff and Field Offices to pro-actively resolve pay issues, pay rates and time issues pertaining to both Civil Service and Casual Trades Employees. <br>
· Reviews and approves Contracts, Service Orders, Purchase Orders, and Cal Card use as submitted by staff to verify compliance with regulatory requirements, available funding, the CSB Manual, and DGS Office of Business and Acquisitions (OBAS) polices and statues. <br>
· Develops and submits contract justifications to meet the criteria’s of OBAS, OLS, PCC, GC, SAM, and SCM for exemptions from advertising using information provided by construction field supervisor’s on the emergency nature of a construction project warranting an exemption from advertising from the Director of the Department of General Services and Chief of Construction Services Branch. <br>
<br>
In order to assist DCU HQ and Field Offices in completing projects on time, within budget, and to the client’s satisfaction in accordance with CSB Manual, RESD guidelines and DGS policy, and statues. <br>
· Reviews and monitors the CSB HQ and Field Offices Overhead accounts expenditures as processed by support staff by; insuring charges to task codes, including non-billable labor hours and all office related expenditures, and other activities, are accurate and appropriate and informs CSB Executive staff of inconsistencies related to accounts expenditures and provides resolution and recommendations for corrective action on a monthly basis. <br>
· Establishes policies and procedures for ensuring labor charges for DCU Field Office Casuals are entered into ABMS correctly by coordinating with DCU HQ and Field Offices Attendance Clerks and Capital Outlay Accounting the DIR prevailing wage rates with those currently on file for assigned casuals utilizing employee database and ABMS. <br>
· Provides oversight and develops processes for maintaining, a Master Equipment Inventory and Fleet management Inventory System in accordance with State Administrative Manual chapters 8600-8652.  <br>
· Provides supervision and oversight in order to ensure DCU is utilizing appropriate Information technology (IT) and receiving Office of technology resources (ETS) support. <br>
<br>
Administrative and Supervisory Responsibilities: <br>
<br>
Employee Leave Accounting <br>
In order to maintain an accurate reporting to the State Controller’s Office (SCO) for issuance of correct payroll warrants of subordinate staff’s time or accurate reporting to the Office of Fiscal Services (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 State Personnel Board (SPB) or Department of Personnel Administration (DPA) laws and rules, and effectively manages and directs subordinate staff in accordance with established Equal Employment Opportunity (EEO) and personnel policies, rules and regulations: <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 requested leave. <br>
· Approves PAL entries for subordinate staff on dock or AWOL on or before the designated SCO’s semi-monthly or monthly payroll cut-off date in order to ensure issuance of a SCO warrant for pay day. <br>
· Approves or disapproves PAL entries for subordinate staff within three (3) working days after the completion of the pay period.  This is to ensure the correct issuance of a SCO warrant this is returned to SCO for late dock, issuance of correct overtime pay due to an employee and proper billing to clients for services rendered. <br>
Employee Performance <br>
In order to effectively manage, coach, and direct subordinate staff in accordance with DGS constructive intervention process, Office of Legal Services (OLS) direction, and established personnel, equal employment opportunity, and MOU provision, policies, rules, and regulations: <br>
· Identifies performance expectations utilizing probationary reports and/or Individual Development plans and convey expectations to the employee via written and verbal communication/direction. <br>
· Monitors performance through various production documents, supervisor’s daily reports, personal observations, and by following-up with employee to ensure that performance expectations are being met. <br>
· Provide feedback to employees on performance noting exceptional performance as well as areas of improvement through regular discussions. <br>
· Sustain employee performance using the departmental constructive intervention and progressive discipline principles and processes. <br>
· Provides training objectives consistent with performance improvement and fulfills mandated training objectives.

Consistent with DPA and SPB rules and regulations, perform the full range of management and supervisory duties for Division staff. <br>
· Provide direction and guidance regarding ongoing assignments and daily work activities to ensure deadlines are met.

· Delegate responsibility to staff to facilitate timely completion of work. <br>
· Review work and evaluate performance of staff by completing probationary reports and individual development plans to ensure performance expectations are met. <br>
· Complete personnel action documentation and conduct hiring interviews to maintain adequate staffing levels and facilitate the recruitment process. <br>
· Approve travel and leave requests for staff following leave usage guidelines. <br>
· Conduct, arrange and approve training for staff to increase staff knowledgebase. <br>
<br>
MARGINAL FUNCTIONS <br>
· Performs analysis for special projects as requested by the CSB Chief and/or DCU Assistant Chief and participates on designated RESD project teams as required. <br>
· Creates and publishes CSB status reports on types and phases of projects and assist Field Offices in publishing monthly status reports utilizing Access/Excel database, ABMS and PAL to create various management reports, to analyze problems and develops solutions regarding program issues, adhering to RESD and CSB policies and procedures. <br>
· Reviews and proposes  recommendations for project status reporting processes, including recommendations for maintaining checks and balances by analyzing funding, expenditures, work plans schedules  timely and accurately for Construction Services Branch Headquarters and Field Offices Operations and prepares detail (complex) reports. <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 Affirmative Action 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>
DESIREABLE QUALIFICATIONS  <br> 
· Experience developing automated construction accounting/tracking processes. <br> 
· Familiarity with Casual Trades/Day Labor hiring and wage requirements. <br> 
· Ability to organize, set priorities, multi-task, and remain flexible. <br> 
· Experience in the Public Works Contracting process as well as OBAS procurement and State Contract processes. <br>
· Dependable and excellent attendance. <br> 
· Handle sensitive and confidential assignments with tact, diplomacy and discretion. <br> 
<br> 
ADDITIONAL QUALIFICATIONS  <br> 
· Valid California Driver’s License, Class C. <br> 
· Knowledge of various computer programs including but not limited to Microsoft Office Suite (MS Word, Excel, Outlook, PowerPoint, Access), MS Project, Activity Based Management System (ABMS), Project Accounting and Leave (PAL).

· Understanding of the construction estimating process. <br> 
<br> 
INTERPERSONAL SKILLS  <br> 
· Communicate orally and clearly articulate the needs of the unit and the task at hand. <br> 
· Write clear and concise reports, agreements, correspondence, and other documents. <br> 
· Interact with a diverse work force (i.e., wide range of education, skill, and experience) and provide impetus for a team.
· Manage staff, clients, and issues in a tactful and congenial manner. <br> 
· Lead the staff and work as a team. <br> 
<br> 
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES <br> 
· Primary work environment is at headquarters office building. <br> 
· Communication with control agencies, Casual Trades Union representatives, construction workers, contractors, client representatives, State Fire Marshal, Construction Supervisors, Project Managers wherein facts are presented in a disjointed perhaps distorted manner.  Ascertain the facts and state them so they are clear, understood, and can be acted upon quickly with verbal agreements so as not to slow the construction process.  The decisions reached must then be quickly (that day or the next) put into concise accurate reports and/or agreements/meeting summaries to memorialize the actions taken or to be taken. <br> 
· Work under pressure, multiple projects, and multiple deadlines. <br> 
· Drive a state vehicle to a field office to conduct site visits when needed. <br> 



