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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

10746 - OBAS
ANALYST’S INITIALS

LEW 
DATE
 12/4/15


	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

Office Technician (G)
	POSITION NUMBER

 306-030-1138-985

	TENURE

Permanent
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R04

	OFFICE OF

OBAS – Business Services Section 
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY

OT (G)
$2,758.00
To

$3,455.00


	SEND APPLICATION TO:
Department of General Services
Attention:  Kiyo Baird

Business Services Section MS 414
PO Box 989052
West Sacramento, CA 95798-9052
 
	REPORTING LOCATION OF POSITION

707 Third Street, West Sacramento

	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 8:00am to 5:00 pm 
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	HR/PL PHONE NUMBER

916 376-5335
	PUBLIC PHONE NUMBER

 
	POST & BID FILE BY: 

     

	
	SUPERVISED BY AND CLASS TITLE
  SSMII 
	FILE BY

12/14/15 

	<strong> Please indicate RPA number 10746 on your state application </strong> <br>
The Department of General Services’ (DGS) Core Values and Employee Expectations are keys 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>
SELECTION CRITERIA - - <br>
· Please submit a completed State Application (STD 678). <br>
· SROA/Surplus employees are encouraged to apply and will be considered prior to other recruitment methods. 
· 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>
To ensure the proper policies and procedures are being followed, the following work will be performed in accordance with the Department of General Services (DGS), Administration Division (AD), Office of Business and Acquisition Services’ (OBAS), Business Services Section (BSS) utilizing departmental manuals, policies, procedures, Management Memos, Administrative Orders, and office procedures using Microsoft Applications.<br>
<br> 
MOVE COORDINATOR: <br>
In order to facilitate DGS staff relocations, alterations and/or reconfigurations of cubicle workspace, the incumbent will:

· Collect requests for move and/or cubicle workstation reconfigurations from customers <br>   
· Ensure all pertinent information is provided (including, dates, billing information, cubicle numbers, etc.) <br> 
· Coordinate with RESD Space Planners, when necessary, to design a workstation or cubicle component plan drawing

· Estimate labor and transportation to complete work <br>  
· Arrange for a moving company by utilizing contracted moving company selected from Transportation Rate Agreement vendors, to provide move, labor, materials, and vehicles <br> 
· Utilize the DGS CALCard to pay for keys, hardware, etc. <br> 
· Act as lead move coordinator by directing the vendor (labor) work and ensuring that all items on the work order are completed to the customers satisfaction <br> 
<br> 
<br>


	CALIFORNIA STATE GOVERNMENT ( 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, NATIIONAL ORIGIN, POLICITIAL 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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	· Receive invoices and verify all work was complete, bills the appropriate parties and forward to BSS Contract Administrator  <br> 
· Maintain billing file for all moves and spreadsheet to account for hours and employees provided by vendor <br>
<br> 
PERFORM MINOR CUBICLE ADJUSTMENTS <br> 
In order for employees within the Ziggurat to have ergonomically correct and efficient workstations, the incumbent will:

· Respond to program requests for cubicle component, ascertain nature of request; <br> 
· If installation: <br>
· Identify tools and cubicle component accessories necessary for installation (of keyboard tray, cabinet, file, shelves, etc.) <br> 
·  Review the furniture inventory spreadsheet for requested accessory, and modify if removing any item(s) from the storage room <br> 
· Transport requested accessories from storage room to requested location <br> 
· Operate necessary tools to install accessory (i.e., a drill if installing a keyboard tray)  <br> 
· If removal:  <br> 
· Identify tools necessary to complete the job <br> 
· Coordinate with requesting office to collect item(s) <br> 

· Properly use tools to un-install items (keyboard trays, overheads, etc.) <br> 

· Transport removed item(s) from requested location to the storage room <br> 

· Update furniture inventory spreadsheet to reflect change <br> 
<br> 
FURNITURE INVENTORY MANAGEMENT <br> 
In order to be the coordinator of surplus furniture within the Ziggurat, the incumbent will:  <br> 
· Maintain inventory spreadsheet database identifying all surplus furniture (stand alone and modular) <br> 
· Respond to inquiries to assess availability and/or need based on spreadsheet content <br> 
· Coordinate the delivery of any requested inventory <br> 
<br> 
SURPLUS PROPERTY COORDINATOR  <br> 
In order to oversee and coordinate quarterly surplus property moves at the Ziggurat, the incumbent will:

· Assist offices by answering questions about eligible surplus items, IT surplus process, and directing them to OFAM website for completion of the Property Survey Report (Std 152) <br> 
· Coordinate with offices for submission of completed Property Survey Report <br> 
· Coordinate appointment time for delivery of surplus property to the Surplus Property warehouse via e-mail or phone

· Solicit and coordinate movers and transportation of surplus property with selected contract vendors via e-mail, <br> phone or fax <br> 
· Oversee and direct movers to pick up all property on the submitted Property Survey Report and provide copies that will accompany the surplus items to the warehouse <br> 
<br> 
MARGINAL FUNCTIONS  <br> 
In order to assist with office responsibilities as needed, the incumbent will: <br> 
· Be responsible for duplicate keys for Ziggurat employees <br> 
· Provide all required documentation and purchase item(s) in accordance with all policies and regulations for all CALCard purchases  <br> 
· Act as the mailroom back up by responding to the bell at the front counter to assist employees with various requests

· Attend various meetings and training classes, as necessary, for job duties in addition to or in the place of other employees <br> 
<br>

KNOWLEDGE AND ABILITIES <br>
Knowledge of: Modern office methods, supplies and equipment; business English and correspondence; principles of effective training. <br>
 <br>

Ability to: Perform difficult clerical work, including ability to spell correctly; use good English; make arithmetical computations; operate various office machines; follow oral and written directions; evaluate situations accurately and take effective action; read and write English at a level required for successful job performance; make clear and comprehensive reports and keep difficult records; meet and deal tactfully with the public; apply specific laws, rules and office policies and procedures; prepare correspondence independently utilizing a wide knowledge of vocabulary, grammar and spelling; communicate effectively; provide functional guidance.  <br>
<br>
DESIRABLE QUALIFICATIONS: <br>
Strong computer skills in Access, Excel and Word <br> 
Ability to maintain multiple data bases and prepare reports <br>
Ability to communicate effectively and diplomatically with staff at all levels <br>
Good organizational skills <br>
Prompt and dependable <br>
Customer Service Oriented <br>
Willingness to learn <br>
Willingness to and ability to accept increasing responsibility <br>
Ability to get along with others and work in a team environment <br>
<br>

ADDITIONAL QUALIFICATIONS <br>
Valid CA Driver License <br>
Current Defensive Drivers  Training Certification <br>
<br>


