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	EMPLOYMENT
       OPPORTUNITY
	1.  RPA #
[bookmark: Text25][bookmark: Text85]010652 –OSP
15/16 FY
ANALYST’S INITIALS
NSW
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 CLASSIFICATION IN ORDER TO APPLY FOR THIS POSITION.

	CLASS TITLE
[bookmark: Text2][bookmark: Text37]Materials and Stores Specialist      
	POSITION NUMBER
[bookmark: Text83][bookmark: Text19][bookmark: Text21]307-503-1506-001
	TENURE
[bookmark: Dropdown1][bookmark: Text22]      
	TIME BASE
[bookmark: Dropdown4][bookmark: Text24]      
	CBID
[bookmark: Text6]R12

	OFFICE OF
[bookmark: Text88]State Publishing
	LOCATION OF POSITION (CITY or COUNTY)
[bookmark: Text71]Sacramento
	 SALARY
Range A  
$2,963.00
-
$3,699.00 
     
     
     

	SEND APPLICATION TO:
[bookmark: Text87]Office of State Publishing
[bookmark: Text86]Fulfillment Services
344 North 7th Street
[bookmark: Text35]Sacramento,  CA  95811
[bookmark: Text32]Attn:  	Steven Lewis
	RPA #010652-OSP
	REPORTING LOCATION OF POSITION
[bookmark: Text81]344 No. 7th Street, Sacramento, CA 95811
	

	
	SHIFT AND WORKING HOURS
 - 7:30 AM to 4:00 PM
	

	
	WORKING DAYS, SCHEDULED DAYS OFF
[bookmark: Text78][bookmark: Text79][bookmark: Text80]MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER
(916)  445-6653
	PUBLIC PHONE NUMBER
(   )     -    
	POST & BID FILE BY: 
11/19/15

	
	SUPERVISED BY AND CLASS TITLE
[bookmark: Text82]Steven Lewis, Warehouse Manager I
	FILE BY
11/19/15



	Please reference RPA #010652-OSP and state your eligibility in the classification title section or in the “Explanations” section on  your State Application form (Std. 678)<br>
<br> <
SELECTION CRITERIA - The selection criteria will be in the following order: <br>
· Local bidders (DGS Sacramento 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 08/31/06).  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 they are interested in positions in Sacramento.  If no outside bidders are interested, then<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>
This position requires that the successful candidate take and pass
            a physical examination with a physical capacity lifting test.  <br> <
<br>
“Applicants may be subject to a fingerprint and/or background check.”<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>
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.<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.

CALIFORNIA RELAY SERVICE FROM TDD PHONES 1-800-735-2929
GS1T (REV. 1/98) - BPM 03/00



	 CLASS TITLE
Materials and Stores Specialist 
	POSITION NUMBER
307-503-1506-001
	RPA NUMBER
010652-OSP 15/16 FY 
	FILE BY
	11/19/15

	The performance of the duties will be accomplished in accordance with the guidelines of the Department of General Services (DGS), Office of State Publishing (OSP) Operations Manual policies and procedures and the published directives within the State of California’s statutory, regulatory, policy and procedural requirements.<br>
<br>
DUTIES<br><>
In order to effectively manage the work of stock clerks and warehouse workers to fulfill all customers’ order(s), in the OSP-Warehouse following the customer’s orders and warehouse industry standards:<br>
· Lead and direct the operation for customer order(s).<br>
<br>
ESSENTIAL FUNCTIONS<br>
· Ensure work is in accordance with warehouse procedures.<br>
· Evaluate and monitor customer order(s).<br>
· Receive the customer order and the report count to replenish the low stock items.<br>
· Receive the regular stock-on-hand inventory count report of products, supplies and/or tools used in reordering in accordance with the inventory program overseen by the Women and Infant Children (WIC) and Standard Forms Manager.<br>
· Maintain sufficient levels of product, supplies and tools, by manually counting supplies and tools and verifying/ correcting the count against the computer based report.<br>
· Provide a shipping report to the shipping department to fulfill all customer orders, meeting deadlines; post into the computer system for tracking.<br>
<br>
In order to ensure quality service, good customer relations and improve the overall OSP Warehouse operations following OSP procedures:<br>
· Monitor backlogged orders.<br>
· Contact customers, communicating via e-mail or telephone to explain backlogging and giving the customer a time-frame for their order to be delivered.<br> 
· Direct evaluated customer orders and inventory received supplies to the lower level staff to process.<br>
<br>
In order to process customer orders ensuring timely delivery to avoid late arrival in accordance with customer order and OSP warehouse polices and procedures:<br>
· Process orders utilizing United Postal Service; Golden State Overnight, Logic order packing lists and the UPS labeling system product and boxes.<br>
· Enter customer order information into the Finished Goods Inventory system to establish priority status.
· Communicate order status to lead person using the Logic system.<br>
· Assist in the scheduling of customer order workflow using the Logic system.<br>
· Ship according to specified shipment request.<br>
<br>
In order to ensure timely delivery of order(s) and avoid late arrival following customer ‘s orders and OSP policies and procedures:<br>
· Utilize strong organization skills to provide quality control functions by inspecting products for deformities.<br>
· Prioritize customer’s orders by following the orders by date received, date requested or specific request date.<br>
· Fill customer order by utilizing the Logic order packing list for packing goods.<br> 
· Locate, consolidate and route finished goods components for mailing.<br>
· Initiate customer order by boxing, weighing, labeling and shipping product.<br>
· Physically take box(s) using a dolly to the Warehouse dock for shipping.<br>
<br>
In order to ensure an efficient operating procedure to provide a quality product following OSP and Warehouse policies:<br>
· Maintain the office work area in a neat and orderly fashion by maintaining office equipment in its proper place.<br>
· Regular scheduled inventories; prepare a list of products, supplies and tools that are individually used to be reordered in accordance with the inventory program.<br>
· Maintain a sufficient level of product, supplies and tools.<br>
· Stock shelves weekly with customer items based on a weekly inventory report.<br>
<br>






MARGINAL FUNCTIONS<br>
In order to ensure a quality product on time in accordance with OSP and Warehouse procedures:<br>
· Deliver special/urgent packages or shipments to clients using a State vehicle.<br>
<br>
Overtime may be required due to job requirements such as but not limited to the Governor’s Budget, the Legislature and contractual client obligations during peak period work loads.<br>
<br>
KNOWLEDGE AND ABILITIES<br>
Knowledge of:  <br>
Modern warehousing methods and practices, including the keeping of, receiving, shipping, and inventory records; freight rates and classifications; office of Procurement specifications; regulations involved with consolidated freight shipments, stock array systems; freight claim procedure; inventory and quality control.<br>
<br>
KNOWLEDGE AND ABILITIES (CONT.)<br>
Ability to:<br>
Read and write English at a level required for successful job performance; perform heavy physical labor; operate motorized material handling equipment; estimate possible future demands of various supplies based upon past needs; work independently; work and communicate effectively with those contacted in the work; direct the work of others; keep accurate records and prepare reports of work done; analyze situations accurately and take effective action.<br>
<br>
SPECIAL PERSONAL CHARACTERISTICS<br>
· Strength, good physical agility, and willingness to do heavy manual labor.<br>
<br>
DESIRABLE QUALIFICATIONS:<br>
Special Personal Characteristics<br>
· Ability to use basic computer applications, i.e. Microsoft Work, PAL, Logic and SRIS.<br>
<br>
Interpersonal Skills<br>
· Communicate effectively with staff.<br>
· The ability to proficiently work as a team member with co-workers and management.<br>
· Follow oral and written directions; read and understand the customer’s orders.<br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES<br>
Work Expectations:<br>
· Flexibility to perform a variety of tasks as assigned; willingness and ability to accept responsibility.<br>
· Use a personal computer and office equipment, i.e. (fax, copier etc.).<br>
· An interest in performing duties quickly and efficiently.<br>
· Develop and maintain good work habits, dependability and punctuality.<br>
· Be open-minded and flexible to other ideas and solutions, be tactful.<br>
· Be at your respective workstation ready for work at the starting time of your shift and is fully accountable for working a full eight-hour shift.<br>
· Return on time to your respective workstation ready to work after breaks and lunch.<br>
<br>
Physical Abilities:<br>
· 8-hour work shifts walking and standing on concrete floors.<br>
· Exert up to 50 pounds of force frequently to lift, move boxes.<br>
· Ability to physically bend, stooping, stretching and turn.<br>
· Reach by extending hand(s) or arm(s) in any direction.<br>
· Exposure to extreme temperature changes (hot, cold, humid, etc.) indoors and outdoors.<br> 
<br>
Mental Abilities:<br>
· Ability to handle stress, and deadlines on shipments.<br>
<br>
Safety:<br>
Follow all safety rules and procedures.<br>
Promote safe work practices and a safe working environment for all employees.<br>
· Incumbent will follow HAZMAT/Volatile Organic Compounds guidelines in order to comply with Graphic Arts Rule 450 documentation.<br>

· Do not attempt to operate equipment, use tools, materials or perform a new tsk until the associated safety hazards and methods to protect yourself have been explained to you.<br>
· Never alter or modify original tools or equipment.<br>
· Make sure you know how to properly use and take care of any required protective equipment and use your equipment when it is required.<br>
· Keep your work area organized and as clean as possible maintaining good housekeeping procedures at all times.<br>
If you see a safety hazard inform your co-workers and notify your supervisor immediately; “close calls” or “near misses” are accidents that almost injure someone including you.<br>
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