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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

007723 BPM-
ANALYST’S INITIALS

DWM
DATE

1/16/2014


	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

Supervisor of Building Trades
	POSITION NUMBER

308-234-6753-002
	TENURE

Permanent 
	TIME BASE

 FORMDROPDOWN 
      
	CBID

S12

	OFFICE OF

Building & Property Management
	LOCATION OF POSITION (CITY or COUNTY)

Sacramento
	 FORMDROPDOWN 
 SALARY

$4,201
TO
$4,982

	SEND APPLICATION TO:

Building & Property Management Branch
Capitol Historic Region
1020 N Street, Suite 130
Sacramento, CA  95814
Attn:  Jim Beesley, OBM II 
	REPORTING LOCATION OF POSITION

State Capitol and Legislative Office Building
	

	
	SHIFT AND WORKING HOURS

DAYS-9:00AM – 6:00PM
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

Monday through Friday  DAYS OFF:  Sat - Sun 
	

	
	PUBLIC PHONE NUMBER

(916)  324-1229
	PUBLIC PHONE NUMBER

(   )     -    
	POST & BID FILE BY: 

N/A

	
	SUPERVISED BY AND CLASS TITLE

Office Building Manager III
	17. FILE BY

1/23/2014


	<br>
Please indicate RPA Number 7723 on your application. <br>
<br>
SELECTION CRITERIA – <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>
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>
Under the general direction of the Office Building Manager III (OBM III), the incumbent plans, supervises, directs, and coordinates the work of civil service trades and crafts staff assigned to perform service work in all buildings in Building and Property Management (BPM) Branch, Capitol Historic Region.  Responsibilities include work related to state-owned and occupied real property to provide services to maintain or improve the buildings, equipment and occupied spaces and to ensure compliance with appropriate principles and guidelines. <br>
<br>
The primary duties will be in the Capitol Historic Region (CHR), Area I, which consists of the State Capitol Building (482,250 Sq. Ft.), and Legislative Office Building (304,135 Sq. Ft.). These buildings are occupied by the Governor and the Legislature and as such are highly visible, with occupants that can be quite demanding. This position will be the line supervisor ensuring that all work is carried out to fulfill the needs of the occupants in a timely manner.  As required duties may include work in any of the other six buildings in the Capitol Historic Region.  <br>
<br>



	CALIFORNIA STATE GOVERNMENT ( EQUAL OPPORTUNITY TO ALL REGARDLESS OF RACE, COLOR, CREED, NATIONAL ORIGIN, ANCESTRY, SEX, MARITAL STATUS, DISABILITY, RELIGIOUS OR POLITICAL AFFILIATION, AGE OR SEXUAL ORIENTATION.   IT IS THE OBJECTIVE OF THE STATE OF CALIFORNIA TO ACHIEVE 

A DRUG FREE WORK PLACE.  ANY APPLICANT FOR STATE EMPLOYMENT WILL BE EXPECTED TO BEHAVE IN ACCORDANCE WITH THIS OBJECTIVE BECAUSE 

THE USE OF ILLEGAL DRUGS IS INCONSISTENT WITH THE LAW OF THE STATE, CIVIL SERVICE RULES, AND A SPECIAL TRUST PLACED IN PUBLIC SERVANTS.

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

Supervisor of Building Trades
	POSITION NUMBER

308-234-6753-002
	RPA NUMBER

007723-BPM 
	FILE BY


1/23/2014

	<br>
DUTIES <br>
All work to be accomplished in accordance with guidelines of the Department of General Services (DGS), BPM manuals, Real Estate Service Division (RESD) and BPM strategic plans, and the Excellence in Public Buildings Initiative in order to maintain and repair all building systems following published guidelines (i.e., SAM, BPM, DGS) and published industry standards (i.e., BOMA (Building Office Managers Association), IEEE (Institute of Electrical and Electronic Engineers), NEI (National Energy Institute), CCR (California Code of Regulations), NFPA (National Fire Protection Association), NEC (National Electrical Code), ADA (American with Disabilities Act), and Operations and Maintenance (O&E) manuals.  Assignment may require temporary shift change or building location change. <br>
<br>
The incumbent will learn and apply sustainable (environmentally safe) work practices in the operation and maintenance of all building systems and equipment. <br>
<<br>
ESSENTIAL FUNCTIONS <br>
In order to ensure maintenance and repair of all building systems following published guidelines and industry standards:

· Initiates, updates, and closes work tickets and produces maintenance tracking reports using Maximo. <br>
· Plans, assigns, and reviews work to coordinate and supervise skilled and unskilled trades/craft personnel, custodian staff and contractors to execute building trades’ activities using Maximo, Activity Based Management System (ABMS) and Project Accounting & Leave (PAL). <br>
· Coordinates projects (i.e., construction, renovation, energy management, etc.) with other RESD Branches using Maximo and ABMS. <br>
· Advises and suggests alternatives for safer, more reliable and economic facilities operations by keeping current with industry innovations. <br>
· Prepares cost estimate proposals for alteration, renovation and special repair projects for state-owned and leased buildings, using Microsoft Office software (MS Word, MS Excel), by obtaining competitive bids and estimates. <br>
· Oversees repairs, alterations, new construction and contractor’s work to maintain high quality workmanship, by ensuring visual inspection or testing through subordinate staff. <br>
· Analyzes and solves maintenance and operational problems by researching history and referring to O&M Manuals. <br>
· Submits order requests (i.e., service orders, purchase orders, etc.) to the Building Manager for purchase approval by preparing requisitions. <br>
<br>
Administrative and Supervisory Responsibilities <br>
Employee Leave Accounting <br>
In order to maintain an accurate reporting to the State Controller’s Office (SCO) for issuance of correct payroll warrants of subordinate staff’s time or accurate reporting to the Office of Fiscal Services (OFS) for the billing of services for clients through the use of the Project Accounting & Leave (PAL) system in accordance with DGS policies and guidelines, MOU provision and State Personnel Board or Department of Personnel Administration laws and rules, and effectively manages and directs subordinate staff  in accordance with established Equal Employment Opportunity and personnel policies, rules and regulations: <br>
· Grants or denies subordinate staff request for time off or requests to work overtime. <br>
· Ensures subordinate staff has sufficient leave credits available for the requested leave. <br>
· Oversees supervisors who enter subordinate’s time in PAL system, i.e., time charged to projects, leave usage, approved leave without pay (dock or NDI), Absence without Leave (AWOL), etc. <br>
· Approves PAL entries for subordinate staff on dock or AWOL on or before the designated SCO’s semi-monthly or monthly payroll cut-off date in order to ensure issuance of a SCO warrant for pay day. <br>
· Approves or disapproves PAL entries for subordinate staff within three (3) working days after the completion of the pay period.  This is to ensure the correct issuance of a SCO warrant that is returned to SCO for late dock, issuance of correct overtime pay due to an employee and proper billing to clients for services rendered. <br>
<br>
Employee Performance <br>
In order to effectively manage, coach, and direct subordinate staff in accordance with DGS constructive intervention process, Office of Legal Services direction, and established personnel, equal employment opportunity, and MOU provisions,  policies, rules, and regulations: <br>
· Identifies performance expectations utilizing probationary reports and/or Individual Development plans and convey expectations to the employee via written and verbal communication/direction. <br>
· Monitors performance through various production documents, supervisor’s daily reports, personal observations, and by following-up with employee to ensure that performance expectations are being met. <br>
· Provide feedback to employees on performance noting exceptional performance as well as areas of improvement through regular discussions. <br>
· Sustain employee performance using the departmental constructive intervention and progressive discipline principles and processes. <br>
· Prepares daily, weekly and monthly management unit reports to Regional Manager using established BPM forms and report formats. <br>
<br>
Staffing Level Responsibilities <br>
In order to avoid the loss of coded budgeted positions and to maintain adequate staffing levels for maintenance, engineering, grounds or custodial operations in accordance with Section 14699 through 14973 of the Government Code, the Excellence in Public Building Initiative, and Building Office Management Association (BOMA) industry standards: <br>
· Follows the BPM’s Request for Personnel Action (RPA) process for recruitment of vacant or new positions. <br>
· Reviews the duty statement and organizational chart provided by the Business Operations Policy & Planning (BOPP) Personnel Liaison (PL) for accuracy on the specific position being recruited.  <br>
· Posts the Employment Opportunity Bulletin (aka JOB) and the Local Post & Bid (P&B) form, if applicable, at the work sites of your employees. <br>
· Conducts hiring interviews after verifying eligibility with the Office of Human Resources’ (OHR) staff. <br>
· Directs and supervises the work of the Electrician staff and Electronic Technician. <br>
· Advises all appropriate personnel of candidate selection/proposed hire securing departmental approvals, ensuring pre-hiring requirements (documents) are completed and cleared by OHR, and proposed start date has been communicated to OHR through telephone or email communication. <br>
<br>
In order to ensure the maintenance of a multi-level records management system in accordance with BPM procedures and published guidelines: <br>
· Maintains accurate records and files associated with building systems such as the plumbing, electrical, and fire life safety using equipment history, inspection reports, and certification files.<br>
· Writes, issues, and/or ensures work tickets are completed for general, preventative, or repair work tickets as needed and oversees staff to properly record and submit time for approval to keep computerized maintenance programs updated and operational to obtain current and salient reports as direct by the Building Manager III. <br>
· As applicable, ensures the staff maintains certifications for Asbestos, lead handling, confined space entry, and remains current of ADA standards and guidelines and adheres to the mandates of Title 24 by monitoring credentials and scheduling refresher courses and maintains certification for fork lift and man lift operation.<br>
· Establishes and ensures staff maintains an organized and efficient inventory management program including regular reporting and tracking of stock, equipment and supplies as well as keeping accurate inventories of materials and tools assigned to staff by written reports or spreadsheets. <br>
· Prepares the annual SCAQMD (Sacramento City Air Quality Management District), Injury and Illness Prevention (IIPP), and Haz Mat reports and ensures compliance to keep all operational permits current by coordinating inspections, documenting training, and maintaining files. <br>
· Plans, recommends, and prepares annual special repair budget projects and assists in budget preparation by providing estimates and recommendations for budget augmentation. <br>
· Monitors delivery of construction warranties of new building(s) and related systems by formal and timely written notice to contractors to ensure corrections are made with warranty timeframes to maintain suitable operations of designed new construction or retrofitting. <br>
<br>
Maintains a safe and healthful environment for the benefit of all employees and the public, under direction of the Building Manager and BPM Environmental Safety and Health Unit (ESHOP), in compliance with laws and regulations, the Occupational Safety and Health Administration (OSHA), Safety Training, IIPP (Title 8), Workers’ Compensation (Title 8), by promoting the health and safety programs as follows:<br>
· Attends and conducts training in the handling of hazardous materials and use of environmental safeguards. <br>
· Participates in updating IIPP plans and records by completing reports and coordinating with the designated Branch coordinator. <br>
· Participates in and/or leads team in executing the plans for Emergency Response, Disaster Recovery and Business Resumption, and Hazardous Materials and Waste Manifest. <br>
· Mitigates and/or abates any unsafe condition observed or reported within the building and adjacent ground by dispatching skilled or unskilled staff and reporting to Building Manager as needed. <br>
· Conducts safety meetings and training, inspections, and documents those activities as appropriate. <br>
· Directs staff on asbestos regulation requirements by providing or scheduling training and documenting known asbestos conditions. <br>
In order to supervise trades and crafts staff in accordance with Department of Personnel Administration (DPA) and State Personnel Board (SPB) laws and rules, Bargaining Unit Agreements guidelines, DGS policies and guidelines and Worker’s Compensation and Cal-OSHA guidelines. <br>
· Evaluates performance and provides training using BPM appraisal forms. <br>
· Informs the Building Manager when assigned staff is meeting or not meeting expectations as outlined in the DGS and other manual, plans, Region’s policy and/or building’s operational plan by email, telephone, or reports. <br>
· Prepares written performance evaluations using probationary reports and Individual Development Plans under established

      timelines. <br>
· Provides injured employee with the Employee’s Claim For Worker’s Compensation Benefits (SCIF 3301) and completes the SCIF Occupational Injury Report (SCIF 3067). <br>
· Follows departmental Return to Work and Bargaining Unit Agreement guidelines for the purpose of returning employees to full duty. <br>
· Encourages staff participation in departmental training for upward mobility purposes. <br>
· Takes corrective action to improve performance following the Department’s Constructive Intervention process. <br>
<br>
MARGINAL FUNCTIONS <br>
· Writes preliminary specifications and reviews working drawings with multidisciplinary staff in order to make modifications to buildings in accordance with published guidelines. <br>
· Acts, as needed, as the BPM representative to staff, tenants, vendors or visitors in order to maintain proper management of DGS facilities during the absence of the Building Manager or Chief Engineer II. <br>
· Provides sick or vacation relief in the absence of other staff in order to carry out work assignments in accordance with BPM guidelines.  This could involve a temporary shift or building change. <br>
<br>
KNOWLEDGE AND ABILITIES: <br>
Knowledge of:  Methods, materials, tools, and equipment used in building construction, maintenance, and repair work; methods used in requisitioning, receiving, checking, storing, and issuing materials and supplies; principles of effective supervision; codes, rules, regulations, safety orders and safety practices applying to the various building trades; <br>
<br>
Ability to:  Assign, supervise, and inspect the work of building trades journeyperson, lead person, or supervisors; schedule and coordinate the work of the various trade groups required on a job; read and interpret blueprints and work from plans and specifications; estimate material and labor requirements; analyze situations accurately and adopt an effective course of action; keep accurate records and prepare reports. <br>
<br>
DESIRABLE QUALIFICATIONS: <br><br>
SPECIAL PERSONAL CHARACTERISTICS<br>
· Possession of a Contract Supervisor’s Asbestos Certification. <br>
· Possess a Lead Handling Certification<br>
· Exhibits professional working manner and ability to deal tactfully and effectively in facilities management office. <br>
· Interest in assuming increasing responsibility. <br>
· Mature judgment, loyalty, poise, tact, and discretion. <br>
· Knowledge of Microsoft Word, Excel, Maximo, ABMS, PAL, and Outlook. <br>
<br>
ADDITIONAL QUALIFICATIONS<br>
· Education equivalent to completion of the twelfth grade. <br>
· Self start, organize, set priorities and work independently. <br>
<br>
INTERPERSONAL SKILLS <br>
· Skills in efficiency, conscientiousness and professionalism. <br>
· Work well with a team. <br>
· Motivate staff. <br>
· Deliver high quality customer service. <br>
· Maintain good working relationships. <br>
· Communicate information, both verbally and in writing, in a clear and concise manner. <br>
· Good attendance and punctuality record. <br>
· Good public and fellow employee interaction skills. <br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES: <br>
Work Environment<br>
· Work in low rise (6 floors and lower) to high rise (7 floors and higher) office building environment. <br>
· Wear appropriate Business attire according to current policy. <br>
· Mechanical equipment space environments. <br>
· Performs work around hazardous materials, such as asbestos or lead. <br>
· Work environment involves some exposure to hazards or physical risks, which require following basic safety precautions.

· Typical work activities may involve frequent and prolonged periods of standing and walking. <br>
· Work outdoors in all weather conditions, including rain, heat and cold. <br>
· Work in noisy spaces. <br>
· When working in the interior of the building, may need to use passenger or freight elevator to get self, equipment or supplies from one floor to another floor or by using stairwells for equipment or supplies being moved. <br>
· May require overtime. <br>
· Willingness to work in any regional location. <br>
· Work on uneven ground or slippery surfaces. <br>
· May require temporary shift change or building location change. <br>
· May require 7-day a week word days during peak season. <br>
· May require a valid California Driver’s License, Class C to pick-up or deliver supplies or equipment to job sites and attend meetings. <br>
· May require a Department of Justice background and/or fingerprinting check. <br>
<br>
Physical Ability<br>
· Occasionally operates automotive equipment and hauls materials. <br>
· Reach high places by climbing ladders and stairs or operating a lift. <br>
· May require lifting, carrying, pushing, pulling or moving tools and equipment and supplies weighing up to 50 pounds and transporting materials and/or equipment. <br>
· Use tools applicable to trade. <br>
· May require fine motor skills/dexterity to manipulate small components and controls. <br>
· Requires reaching, stretching, twisting, turning, kneeling, bending, stooping, squatting, crouching, and grasping. <br>
· Move about and work in confined spaces. <br>
· Able to work under stressful conditions. <br>
· Talking, seeing, and hearing are essential to performing the job requirements. <br>
· Ensure organization and maintenance of a clean and safe work station. <br>
<br>
Mental ability<br>
· Evaluate problems and effect remedial action. <br>
· Understand and follow verbal and written directions and communication. <br>
· Provide verbal or written directions/instructions to subordinate staff in a clear and concise manner. <br>
· Understand and follow safety procedures. <br>
· Read, understand, follow and enforce safety procedures. <br>



