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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

OAH - 10779
ANALYST’S INITIALS

KJM
DATE

01/07/16


	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 (Typing)  
	POSITION NUMBER

306-657-1139-002
	TENURE

 FORMDROPDOWN 
      
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R04

	OFFICE OF

Administrative Hearings
	LOCATION OF POSITION (CITY or COUNTY)

Sacramento  
	 FORMDROPDOWN 
 SALARY

$2,809
TO
$3,515
     

	SEND APPLICATION TO:

     
Office of Administrative Hearings
2349 Gateway Oaks Drive, Suite 200
Sacramento, CA 95833
Attn:  Samantha Alfonso
	REPORTING LOCATION OF POSITION

2349 Gateway Oaks Drive, Suite 200 
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 8:00am – 5:00pm
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916)  263-0550

	

	
	SUPERVISED BY AND CLASS TITLE

Staff Services Manager I 
	FILE BY

01/22/16


	<br>

<center><a href="http://www.dgs.ca.gov/oah/Home.aspx">

<img src="http://www.dgs.ca.gov/Portals/34/oah-2013-blue.png" alt="OAH" style="width:560px;height:96px;border:0;">

</a></center>

<br>

<br>

<br>
This is a job announcement for the Administration Division, Office of Administrative Hearings located in Sacramento, conveniently located off Interstate 5 with free parking. If interested in this position, please submit a completed employment application, STD. 678, résumé, and typing certificate to the contact address.<br>
<br>
Specify <b>RPA #10779</b> on the State application as well as your basis for eligibility (i.e., SROA, surplus, reemployment, reinstatement, transfer, or list eligible) in the explanations box on the application.  If eligibility based on employment list, please submit a copy of exam results and exam score.  Surplus candidates must attach a copy of their letter.  Applications received without the above information MAY NOT be considered for review. <br>
<br>
The Department of General Services (DGS) and the Office of Administrative Hearings’ (OAH) Core Values and Employee Expectations are key to the success of OAH’s Mission.  That mission is to “provide a neutral forum for fair and independent resolution of administrative matters, ensuring due process and respecting the dignity of all.”  DGS/OAH 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>
<b>ESSENTIAL FUNCTIONS OVERVIEW</b><br>
Under the general direction of the Staff Services Manager I, this position is responsible for a wide spectrum of clerical and administrative duties for the Office of Administrative Hearings (OAH), Sacramento and provides support to all OAH offices statewide in certain tasks and areas.  <br>
<br>

<center><b>For a complete Duty Statement, please click below:<br>
<a href="https://dgscloud.box.com/s/z7suvbh2l9ox8ut7poy18yf572alf5zm">Office Technician (Typing) Duty Statement</a></center></b> <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.


	 CLASS TITLE

Office Technician (Typing) 
	POSITION NUMBER

306-657-1139-002
	RPA NUMBER

OAH - 10779 
	FILE BY


01/22/16

	<br>
<b> DESIRABLE QUALIFICATIONS</b><br>
· Excellent organizational skills and work habits including initiative, good judgment, dependability, punctuality and attendance. <br>
· Ability to work both independently and in a team environment. <br>
· Ability to interact in a courteous, tactful and professional manner using good judgment. <br>
· Knowledge of Microsoft applications, i.e., Windows, Outlook, Word, Excel. <br>
· Ability to multitask effectively and efficiently, meet deadlines, and quickly evaluate and prioritize work. <br>
· A demonstrated interest in assuming increasing responsibility. <br>
· Flexibility and ability to re-prioritize assignments. <br>
· Hold a valid CA driver’s license. <br>
<br>
<b> WORK ENVIRONMENT</b><br>
· Office environment.  Business dress according to office policy. <br>
· Legal work environment that is fast-paced with many deadlines. <br>
· Daily use of a personal computer and related software applications at a workstation. <br>
<br>
<br>
<b>Some of the above requirements may be accommodated for otherwise qualified individuals requiring and requesting accommodations.</b> <br>
<br>
<b>SELECTION CRITERIA</b><br>
· SROA/Surplus employees are encouraged to apply. <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’ employment list.  In order to help process your application, please submit a copy of your examination results.  You can find your results at www.jobs.ca.gov. <br>
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. <br>
· If selected for an interview, candidates may be required to perform a writing exercise or other computer-based task as part of the selection process. <br>
<br>
<b>NOTE: </b>  All applicants must meet the minimum qualifications for the classification in order to be eligible for appointment or transfer to the position.  Your application must clearly demonstrate how your experience meets those qualifications.  To view the minimum qualifications listed in the Class Specification, click below: <br>

<br>

<center><b><a href="http://www.calhr.ca.gov/state-hr-professionals/pages/1441.aspx/">OT Minimum Qualifications</a></center></b><br>
<center><b>***THIS IS AN ABBREVIATED JOB OPPORTUNITY BULLETIN***</center></b><br><br>



