	
	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

10690-BPM
ANALYST’S INITIALS

smt
DATE

11/23/15


	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 II 
	POSITION NUMBER

308-100-4801-921
	TENURE

 FORMDROPDOWN 
 
	TIME BASE

 FORMDROPDOWN 
 
	CBID

S01

	OFFICE  OR BRANCH 
Building & Property Management Branch
	LOCATION (CITY or COUNTY)

BPM-HQ, 707-3rd Street, West Sacramento
	 FORMDROPDOWN 
 SALARY
$ 5830
TO
$ 7245

	8. SEND APPLICATION TO:

Building & Property Management Branch
C/O RESD HR - Personnel Liaison
707-3rd Street, Suite 5-305
West Sacramento, CA  95605
Attn:  Linda McGuire
	WORKING DAYS AND HOURS

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

	
	PUBLIC PHONE NUMBER

(916) 376-1843
	CALNET NUMBER

(8)       
	

	
	SUPERVISED BY AND CLASS TITLE
Deputy Director
	FILE BY

12/4/15


	* * PLEASE INDICATE RPA NUMBERS 10690-BPM ON YOUR APPLICATION * *<br>

<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/Re-employment employment 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 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>
ESSENTIAL FUNCTIONS OVERVIEW <br>
All work is to be accomplished in accordance with the guidelines of the Department of General Services (DGS), Real Estate Services Division (RESD), Building and Property Management (BPM), Contracts Unit utilizing DGS, RESD and BPM Contract Policy Manuals and Memorandums; divisional and BPM Contracts Unit policies, procedures and processes; the RESD General Conditions for the Course of Construction (RGC), the State’s General Terms and Conditions (GTC), and published directives within the Government Code (GC), Public Contract Code (PCC), California Code of Regulations (CCR), State Administrative Manual (SAM), State Contracting Manual (SCM), Purchasing Authority Manual (PAM), Civil Code (CC), Labor Code (LC), Business and Professions Code (BPC), Administrative Orders and Executive Orders.

Under the general direction of the BPM Deputy Director, the SSM II is responsible for planning and directing the analyses, writing, development and processing of Scopes of Work (SOWs) for Service and Public Works (PW), multi-vendor, large volume, and high dollar amount contracts.<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

Staff Services Manager II
	POSITION NUMBER

308-100-4801-921
	RPA NUMBER

10690 - BPM
	FILE BY


12/4/15

	DESIRABLE QUALIFICATIONS<br>
· Knowledge of, State Contracts Manual, State Administrative Manual, and applicable State and Federal laws and regulations. <br>
· Ability to exercise good judgment to fulfill the comprehensive responsibilities of the BPM Contracts Unit. <br>
· Ability to work with a wide range of classifications and skill levels. <br>
· Strong analytical skills as demonstrated by performing and/or managing complex fiscal and contractual workload. <br>
· Strong verbal communication and writing skills. <br>
· Work well independently and in a team environment. <br>
· Ability to speak and write effectively and perform with a high degree of independence. <br>
· Ability to establish and maintain cooperative working relationships with managers and staff at all levels. <br>
· Knowledge of administration, supervisory practices including personnel and equal employment opportunities. <br>
· Effective skills in using Microsoft Office products, specifically, Word, Excel, Access, and PowerPoint. <br>
<br>
ADDITIONAL DESIRABLE QUALIFICATIONS<br>
· Knowledge of the supervisor’s role in public relations. <br>
· Knowledge in the principals and practices of sound management of fiscal resources. <br>
· Knowledgeable in the goals and policies of the state administration and the DGS. <br>
· Ability to plan, supervise, direct and coordinate the work of a multidisciplinary staff. <br>
· Ability to develop and utilize all available resources. <br>
· Willingness and ability to promote and be accountable for customer satisfaction and quality customer service. <br>
· Ability to initiate or recommend changes that promote innovative solutions to meet customer needs. <br>
<br>
INTERPERSONAL SKILLS<br>
· Communicate in a clear and concise manner. <br>
· Communicate confidently and courteously to a diverse community. <br>
· Receive, follow and relay written and verbal direction in accordance with administration and DGS policy. <br>
<br>
WORK ENVIRONMENT: <br>
· Appropriate attire for professional office environment. <br>
· Work in a climate-controlled open office with artificial and natural light.  The building temperature will fluctuate due to periodic problems with the heating and air conditioning. <br>
· Daily use of PC and related software applications at a workstation in a cubicle environment. <br>
<br>
PHYSICAL ABILITIES: <br>
· Travel statewide as needed. <br>
· Ability to lift up to 25 pounds. <br>
· Ability to sit for long periods of time using a keyboard, video display terminal and related software applications. <br>
<br>
MENTAL ABILITIES: <br>
· Function effectively in an automated and ever changing environment. <br>
· Ability to organize and prioritize large volumes of varied documents and work assignments. <br>
· Multitask, meet deadlines and adjust to changing priorities.<br>
HOW TO APPLY

If interested, please submit a completed standard State application (Std. 678) 
and any other relevant documents (cover letter, resume, copy of diploma etc.) to the address listed.
Please include RPA # 10690 BPM and indicate your eligibility on your application.
Emailed applications will not be accepted. Do not include page 5 of the application.




