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	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

Materials & Stores Specialist 
	POSITION NUMBER

307-601-1506-XXX
	TENURE

 FORMDROPDOWN 
      
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R12

	OFFICE OF

State Publishing
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY

Range A
$2,877.00-$3,591.00


	SEND APPLICATION TO:

State Records Center
3240 Industrial Blvd.
West Sacramento,  CA  95691
Attn:  
Roman Zeltvay


RPA #007725-OSP

	REPORTING LOCATION OF POSITION

3240 Industrial Blvd, West Sacramento, CA 95691
	

	
	SHIFT AND WORKING HOURS

DAYS - 6:00 AM to 2:30 PM
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916)  376-7427
	PUBLIC PHONE NUMBER

(   )     -    
	POST & BID FILE BY: 

02/07/14

	
	SUPERVISED BY AND CLASS TITLE

Roman Zeltvay, Warehouse Manager
	17. FILE BY

02/12/14


	Please reference RPA #007725-OSP and state your eligibility in the classification title section or in the “Explanations” section on your State Application form (Std. 678).<br>
<br>
SELECTION CRITERIA - The selection criteria will be in the following order: <br
· SROA/Surplus employees are encouraged to apply. <br>
· Transfers, reinstatements, or recruitment from the employment list may be considered.  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 Employee Expectations 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 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>
DUTIES<br>
Under the direction of the Materials and Stores Supervisor, the incumbent is responsible for special tasks at the Statewide Records Center (SRC) Industrial Blvd. warehouse facility that provides state agencies with records storage, retrieval, refile, interfile, rushes and destruction services. <br>
<br>
The performance of the duties will be accomplished in accordance with the guidelines of the Department of General Services (DGS), Office of State Publishing (OSP), the State Records Management Act and Government Code (GC) 14767, State Administrative Manual (SAM) and the California Integrated Waste Management Board that has statutory authority for recycling.  The incumbent will utilize the listed Code and guidelines in accordance with management policies and procedures. <br>
<br>
ESSENTIAL FUNCTIONS<br>
Assist the Materials and Stores Supervisor with planning, organizing and directing the receipt, storage, preservation, servicing and disposal of State records following published guidelines and SRC direction: <br>
· Act as lead person for 5 to 10 warehouse staff members. <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

Materials & Stores Specialist
	POSITION NUMBER

307-601-1506-XXX
	RPA NUMBER

007725-OSP

13/14 FY 
	FILE BY


02/12/14

	· Provide on-the-job training, person to person, to newly assigned staff on job requirements, methods, priorities and deadlines. <br>
· Maintain the work flow by scheduling staff to ensure daily re-filing and inter-filing of state records. <br>
· Maintain 1,056,000 cubic feet of records by ensuring security and confidentiality of all records received for storage and/or destruction using SRC policies and procedures to prevent loss or unauthorized disclosure. <br>
· Assume duties of the Material and Stores Supervisor in their absence and participate in special projects as required by being knowledgeable of the office’s daily routine. <br>
· Serve as backup to absent warehouse worker in order to accomplish daily assignments. <br>
<br>
In order to provide effective customer service for clients to achieve their program objectives and mission requirements following office procedures: <br>
· Process customer requests for records via the Internet system. <br>
· Resolve problems related to records storage and destruction, such as the customer that is dissatisfied, problem with agency billing codes, missing boxes or material, or missing transfer lists by conferring either verbally, through e-mail or written correspondence with agency records management coordinators. <br>
· Applies analytical approach in solving customer complaints. <br>
· Independently handle the receipt of customer’s high-risk and /or confidential records, including State warrants and enrollment plans. <br>
· Verify placement of accessions for compliance with SRC procedures. <br>                                                                                                                                                                         

· Ensure the disposal of records is in compliance with SRC policies and procedures by verifying box and list numbers against computer printouts. <br>
· Mark boxes for disposal with proper billing information and move to storage area. <br>
· Respond to questions/inquiries or problems relating to disposal by maintaining logs on disposal printouts to use as reference material. <br> 

<br>
In order to coordinate and maintain the microfilm records vault storage program to ensure vital records are properly processed and maintained utilizing the storage program as directed by the SRC: <br>
· Coordinate the records vault storage program to ensure vital records are properly processed and maintained.

· Transport new records to the facility for storage, retrieve from the vault, and re-file the returned records. <br>
· Using the quarterly document destruction printout, retrieve records from the vault for destruction purposes. <br>
<br>
In order to provide the Materials and Stores Supervisor information on activity and backlog status, gather and compile monthly reports following SRC procedures: <br>
· Maintain reports of monthly “requests”, “refile”, and “interfile” counts by compiling daily count reports. <br>
· Verify the correct numbers by preparing the monthly activity report by agency. <br> 

<br>
MARGINAL FUNCTIONS<br>
Deliver files to offsite DGS warehouse by vehicle when needed. <br>    

<br>
Inspect and maintain service and repair of all equipment in order to eliminate down-time and delay according to SRC standards. <br>
<br>
As needed, assign general clean-up of work area in order to provide a safe work environment and to meet and follow the Records Center’s facility safety policy. <br> 

<br>
KNOWLEDGE AND ABILITIES<br>
Knowledge of: <br>  

Modern warehousing methods and practices, including the keeping of, receiving, shipping, and inventory records; freight rates and classifications; Office of Procurement specifications; regulations involved with consolidated freight shipments; stock array systems; freight claim procedure; inventory and quality control. <br>
<br>
Ability to: <br> 

Read and write English at a level required for successful job performance; perform heavy physical labor; operate motorized material handling equipment; estimate possible future demands of various supplies based upon past needs; work independently; work and communicate effectively with those contacted in the work; direct the work of others; keep accurate records and prepare reports of work done; analyze situations accurately and take effective action. <br>
<br>
SPECIAL PERSONAL CHARACTERISTICS<br>
· Strength, good physical agility, and willingness to do heavy manual labor. <br>
DESIRABLE QUALIFICATIONS<br>
Special Personal Characteristics<br>
· May require overtime, and the ability to work weekends and holidays. <br>
· Possess and maintain a valid class “C” license and is expected to drive vehicles safely. <br>
<br>
Interpersonal Skills<br>
· Communicate effectively with all levels of staff, internal as well as from the private sector. <br>
· Work well with others; be responsive and use tact. <br>
· Understand and follow DGS, OSP and SRC policies and procedures at all times. <br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES<br>
Work Expectations: <br>
· The ability to reason logically and creatively. <br>
· Ability to perform repetitive tasks (sorting, filing, loading) continuously for up to two hours. <br>
· Use a personal computer and various related software programs, i.e., Microsoft Word, PAL and e-mail. <br>
· Be available for security calls during non-working hours. <br>
· Be open-minded and flexible to other ideas and solutions. <br>
· Maintain good work habits, dependability and punctuality. <br>
· Arrive to work on time and is fully accountable for working a full shift. <br>
· Appropriate dress according to warehouse environment. <br>
<br>
Physical Abilities: <br>
· Tour the facility on an 8-hour work shift walking and standing on concrete floor. <br>
· Ability to physically bend, stoops, stretch and turn. <br>
· Climb 14-foot mental ladder stands and move dollies and carts containing full boxes. <br>
· Ability to operate manual and motorized equipment, electrical powered lifts (forklift, pickers, pallet jacks and hand trucks etc.) following manufacturer operating instructions or hands-on training. <br>
· Exert up to 50 pounds of force frequently to move, lift and carry for a distance of up to 20 feet (manual and electric equipment to assist with heavier items is available for use). <br>
<br>
Mental Abilities: <br>
· Work under pressure to meet tight deadlines. <br>
· Ability to effectively handle stress. <br>
<br>
Safety:

Follow all safety rules and procedures: <br>
· Promote safe work practices by all employees. <br>
Promote a safe working environment for all employees. <br>
· Do not attempt to operate equipment, or use a tool, or use materials, or perform a new task until the associated safety hazards and methods to protect yourself have been explained to you. <br>
· Never attempt to operate or use malfunctioning tools or equipment, and never attempt to use a tool that is not designed to perform the task you need to do. <br>
· Make sure you know how to properly use and take care of any required protective equipment.  Make sure you use your equipment when it is required. <br>
· Keep your work area organized and as clean as possible at all times.  Use any free time to wipe up any spills or pick up trash. <br>
· If you see a safety hazard, inform your co-workers, and notify your supervisor immediately. <br>
Report” close calls” or “near misses” to your supervisor; close calls and near misses are accidents that almost injure someone including you. <br>


