	
	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

10770-BPM
ANALYST’S INITIALS

smt
DATE

12/7/15


	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 III 
	POSITION NUMBER

308-100-4802-002
	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
$7,088
TO
$8,048

	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
BPM Deputy Director
	FILE BY

12/17/15


	* * PLEASE INDICATE RPA NUMBERS 10770-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><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. <br>
<br>
The BPM provides maintenance and operations services to over 25 million square feet of office space, statewide from Redding to San Diego.  The BPM has approximately 1,600 employees and a budget of approximately $360 million, which includes an annual Special Repair Budget, additional Special Repair Projects in the Architecture Revolving Fund (ARF), other agency projects, and Project Management and Development Branch projects.  Each of the 60 management units within the 8 regions has a separate operating and building budget. <br>
<br>
Under the general direction of the BPM Branch Chief, Provide management and supervisory directions to staff over the following programs:  Fiscal, Human Resources Liaison, Contract Management and Training.  
<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 III
	POSITION NUMBER

308-100-4802-002
	RPA NUMBER

10770 - BPM
	FILE BY


12/17/15

	ESSENTIAL FUNCTIONS<br><br>
In order to manage the administrative services for BPM, the incumbent will establish, implement and monitor policies and procedures to changing administrative policies and practices within DGS, as well as other state agencies, including control agencies.  The incumbent will perform the following duties: <br>
· Develop, propose and implement strategies to maximize best practices to increase the department’s effectiveness in providing administrative services.  (i.e., contracting, fiscal, budgets, human resources). <br>
· Provide recommendations to DGS and RESD management to implement passed legislation by reviewing proposed legislation to determining impact on the operation of the department. <br>
· Direct BPM management in the formulation and implementation of fiscal and contract policies for repairs and maintenance of state owned buildings by communicating the course of action of the administration through the interpretation of direction from Agency and the directorate. <br>
· Oversee the formulation, development, appraisal and implementation of the BPM’s policies and procedures. <br>
· Plan, organize and direct the activities required to develop and implement the BPM Strategic Plan. <br>
· Provide overall administrative guidance and assistance to the BPM Branch Chief and Assistant Branch Chief.

<br><br>
In order to ensure that financial obligations are met and ensure that both support and project funding are secured in a timely manner to meet project timeframes and in compliance with requirements set forth by the governor’s Budget, the Department of Finance and the Legislature, the incumbent will: <br>
· Act as the Chief Financial Officer for the BPM on fiscal issues within the branch and with its customers, the Department of Finance, the Legislature Analyst’s Office, the Legislature and the Governor’s Office. <br>
· Direct the branch’s support budget by reviewing rate structure methodology and retained earnings cost recovery plans and by monitoring positive retained earnings, budgets, revenue and expenditures. <br>
· Provide BPM Executive Team with accurate and timely financial reports and advice.
. <br><br>
In order to provide professional and personal development training opportunities to BPM employees in achieving organizational efficiency and staff development goals and objectives, the incumbent will: <br>
· Provide facilitation and performance consulting services to management and staff to assist with process improvements, organizational efficiencies, and/or other problems, issues or conflicts affecting the performance of a program, process or team. <br>
· Meet and consult with BPM managers and employees to identify and evaluate workforce development needs; conduct training needs assessments and document expected performance outcomes (e.g., KSAs); and recommend suitable alternatives and options to facilitate staff training programs in order to meet training goals and objectives. <br>
· Respond to inquiries from BPM managers and employees in order to provide or clarify training policies, practices and procedures using various communication tools and protocols. <br>
· Apply pertinent laws, rules, regulations, DGS directives, labor contract provisions, etc., when providing counsel and guidance to programs regarding the BPM employee training program.

<br><br>
In order to ensure the Deferred Maintenance Program (building repairs) is supplied with the appropriate contracts and vendors, the incumbent will: <br>
· Manage, plan, organize, lead and direct the Contract Unit in the processing of contracts and amendments including but not limited to public works, services, emergencies, architectural and engineering, master service agreements, interagency agreements, mandated reporting requirements and administrative support for internal and external customers. <br>
· Manage, plan, organize, lead and direct the Purchasing Services Unit in the purchase and service order support to the management of BPM. <br>
· Provide oversight and guidance to contracting staff responsible for the processing of scopes of work to ensure contact compliance with the DGS Legal Office and the State Contracting regulatory and civil codes. <br><br>
In order to establish and maintain effective communication channels and to represent the BPM Administrative Section on current contracts, human resources, fiscal and budget issues, the incumbent will: <br>
· Conduct, attend, and participate in meetings and briefings with BPM and RESD management, Executive Staff, Deputy Directors, Office/Branch Chiefs, and staff from Department of Finance (DOF).  <br>
· Establish and maintain cooperative working relationships within the department and other state agencies through presentations, forums, meetings, and other forms of communications. <br>
· Serve as the branch’s high-level contact for contract, human resources, training, fiscal and budgets related issues. <br>
· Inform the BPM management Administrative Section’s program activities and uses knowledge of the most current laws and rules to develop and recommend needed changes.  <br>
· Act as a member of the RESD management team, participating in policy making at the office and departmental level and be open to recommendations and improvements. 

<br><br>
In order to ensure employee time is accounted for and processed timely, the incumbent will: <br>
· Grant or deny subordinate staff request for time off or requests to work overtime. <br>
· Ensure subordinate staff has sufficient leave credits available for the leave requested. <br>
· Approve PAL entries for subordinate staff on dock or AWOL on or before the designated State Controller’s Office (SCO) semi-monthly or monthly payroll cut-off date.  This is to ensure the correct issuance of a SCO warrant for pay day. <br>
· Approve or reject PAL entries for subordinate staff within three working days after the completion of the pay period.  This is to ensure the correct issuance of a SCO warrant is returned to SCO for late dock and proper billing to clients for services rendered.

<br><br>
KNOWLEDGE AND ABILITIES<br>
Knowledge of : <br>
Principles, practices and trends of public and business administration, including management and supportive staff services such as budgeting, personnel, management analysis, planning, program evaluation or related areas; principles and practices of employee supervision, development and training; program management; formal and informal aspect of the legislative process; the administration and department’s goals and policies; government functions and organization at the State and local level; Department’s Equal Employment Opportunity program objectives; and a manager’s role in the Equal Employment Opportunity program and the processes available to meet those objectives. 

<br><br>
Ability to: <br>
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 equal employment opportunity objectives.

<br><br>
SPECIAL PERSONAL CHARACTERISTICS<br>
Ability to act independently, be open-minded and flexible to other ideas and solutions, and be tactful. <br>
<br>
INTERPERSONAL SKILLS<br>
Ability to motivate; work cooperatively with all levels in the organization; gain, as well as give, confidence and trust of others. <br><br>
DESIRABLE QUALIFICATIONS<br>
· Extensive knowledge of the State human resources process,  policies, practices, trends, and strategic plans. <br>
· Extensive knowledge of the State budget process and procedures. <br>
· Extensive knowledge of the Capital Outlay process and procedures. <br>
· Extensive knowledge of contracting and procurement policies and processes for public works and real estate projects.

· Extensive knowledge of RESD rate structures including budgets, revenues and expenditures. <br>
· Experience developing and implementing divisional contracting and procurement policies and practices statewide. <br>
· Experience preparing strategic plans and performance measurements. <br>
· Experience supervising or managing the full range of administrative functions, including human resources, budgeting, accounting, contracting, training, information technology support. <br>
· Experience working with both departmental and office teams resolving various administrative issues. <br>
· Experience handling multiple courses of action simultaneous. <br>
· Experience working with control agencies to resolve sensitive issues. <br>
· Experience directing and motivating teams. <br>
· Experience executing project management concepts. <br>
· Ability to communicate ideas and information clearly, accurately, and in an organized manner.

<br><br>
ADDITIONAL QUALIFICATIONS<br>
· Ability to make decisions that consider relevant facts and information, potential risks and benefits, and short- and long-term consequences or alternatives. <br>
· Ability to anticipate or identify problems and their causes; develop and analyze potential solutions or improvements using innovative and creative approaches. <br><br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES: <br>
· Business dress in accordance to office environment. <br>
· Select, access, and use necessary information, data, and communications-related technologies, such as personal computer applications, telecommunications equipment, Internet, voice mail, email, etc. <br>
· Handle stress well. <br>
· Meet critical deadlines. <br>
· Multi-task with changing priorities. <br><br>
HOW TO APPLY<br>
If interested, please submit a completed standard State application (Std. 678) <br>
and any other relevant documents (cover letter, resume, copy of diploma etc.) to the address listed.
<br><br>
Please include RPA # 10770 BPM and indicate your eligibility on your application.
<br><br>
Emailed applications will not be accepted. Do not include page 5 of the application.




