	[image: main_hires]
	EMPLOYMENT
       OPPORTUNITY
	1.  RPA #
[bookmark: Text25][bookmark: _GoBack][bookmark: Text85]007891-OSP -13/14 FY
ANALYST’S INITIALS
[bookmark: Text30]NSW
DATE
[bookmark: Text31]05/06/14


	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
[bookmark: Text2][bookmark: Text37]Associate Printing Plant Supt.      
	POSITION NUMBER
[bookmark: Text83][bookmark: Text19][bookmark: Text20][bookmark: Text21]307-700-7222-001
	TENURE
[bookmark: Dropdown1][bookmark: Text22]      
	TIME BASE
[bookmark: Dropdown4][bookmark: Text24]      
	CBID
[bookmark: Text6]S14

	OFFICE OF
[bookmark: Text88]State Publishing
	LOCATION OF POSITION (CITY or COUNTY)
[bookmark: Text71]Sacramento
	 SALARY
$4,505.00
TO
$5,597.00
+ shift differential

	SEND APPLICATION TO:
[bookmark: Text87]Office of State Publishing
[bookmark: Text86]Digital Print and Mailing Services
1050 Richard Blvd.
[bookmark: Text35]Sacramento, CA 95811
[bookmark: Text32]Attn:  	Terri Martin
	RPA #007891-OSP
	REPORTING LOCATION OF POSITION
[bookmark: Text81]1050 Richards Blvd, Sacramento, CA 95811
	

	
	SHIFT AND WORKING HOURS
 - 10:25 PM to 6:30 AM
	

	
	WORKING DAYS, SCHEDULED DAYS OFF
[bookmark: Text78][bookmark: Text79][bookmark: Text80]MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER
(916)  322-4122
	PUBLIC PHONE NUMBER
(   )     -    
	POST & BID FILE BY: 
not applicable

	
	SUPERVISED BY AND CLASS TITLE
[bookmark: Text82]Terri Martin, Program Manager, Printing Services
	FILE BY
05/17/14



	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. Failure to comply with the Conflict of Interest Code requirements may void the appointment. <br>
<br>
Please reference RPA #00789-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><b
This position requires that the successful candidate take and pass
a physical examination with a physical lifting test. <br>
<br>
DUTIES<br>
Under the direction of a Printing Plant Superintendent, the Associate Printing Plant Superintendent, (APPS) will supervise and is responsible for a designated work function and a group of employees within the Digital Print Services (DPS) and the Mass Mailing Services (MMS); on evening or second shift. <br>
<br>  
All duties to be accomplished in accordance with guidelines of the Department of General Service (DGS), Office of State Publishing (OSP) policies, procedures and regulations, the State Personnel Board and the Department of Personnel Administration. <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
Associate Printing Plant Superintendent
	POSITION NUMBER
307-700-7222-001
	RPA NUMBER
007891-OSP
13/14 FY 
	FILE BY
	05/17/14

	ESSENTIAL FUNCTIONS<br><
In order to effectively supervise a staff in the daily operational function of the Office of State Publishing ensuring an efficient and quality product on time in accordance with DPS/MMS policies and procedures and OSP mandates: <br>
· Attend daily production meetings for the scheduling of jobs. <br>
· Plan and schedule subordinate’s labor, raw materials, and equipment to meet production requirements. <br>
· Supervise and direct the operation of labor. Make periodic inspections by visually reviewing/comparing the printed product and/or mail piece with the job ticket and the customer approved proof/sample. <br>
· Personally ensure the security of sensitive, confidential material during the production and mailing process. <br>
· Maintain product and quality standards to meet customer’s expectations (to produce a quality product on time to meet production standards and meet the estimated cost of the job), by coaching staff, reviewing staff’s performance by comparing their quality and output of the job ticket and the estimated time to produce a job utilizing the Logic production reports and PAL. <br>
· Develop and implement training programs. <br>  
· Delegate authority effectively. <br>
· Communicate with other departments in a team effort. <br> 
· Communicate with staff in person or via cellular telephone or Nextel and take appropriate action in response to service needs. <br>
· Direct support staff in maintaining inventory levels of digital and postal supplies.
· Participate in and coordinate fiscal responsibilities for cost effectiveness, i.e. production reports and inventory control. <br>
· Maintain up-to-date information on postal regulations and changes. <br>
· Supply necessary tools and materials to employees. <br>
· Prepare reports to purchase equipment and supplies, using an OSP plant requisition form. <br> 
· Meet with vendors/agencies to evaluate new equipment and supplies. <br>  
· Guide management and staff in resolving conflicts and/or issues (e.g. work environment, employee working relationships, etc.) by consulting with entities (i.e. Training Performance Enhancement Services Unit, etc.) utilizing various resources as needed. <br>
· Perform special assignments, writing reports and correspondence. <br>
<br>
To ensure proper policies and procedures are being followed, the following work will be performed in accordance with the principles and guidelines of the Department of Personnel Administration (DPA), State Personnel Board (SPB), Department of Finance (DOF), State Controller’s Office (SCO), Federal and State laws (i.e. Americans with Disabilities Act, Family Medical Leave Act, etc.), the Bargaining Unit Agreements, the Public Employees Retirement System, and/or the Department of General Services (DGS). <br>
In order to manage, organize, and/or oversee personnel matters following the above listing: <br>
· Provide functional guidance on recruitment methods (e.g. advertising, interviewing, selecting candidates, etc.) to management and staff by offering technical consultation to supervisors and managers. <br>
· Promote the department’s Equal Employment Opportunity program in the hiring process and maintains a work environment that is free of discrimination and harassment by utilizing various resources (e.g. training, state and federal laws and rules, regulations, policies, procedures, etc.) and providing such information on a daily basis. <br>
· Facilitate the hiring process by conducting interviews, evaluating and recommending candidates for appointment utilizing various methods of filling vacancies (e.g. certification lists, transfers, training and development assignments, reinstatements, etc.) as needed and/or directed by management. <br>
· Coordinate the development of OSP’s annual exam plan with management and in conjunction with the Department’s Selection Unit by identifying the exam needs of the program for each fiscal year and considering recruitment issues, list and appointment expiration dates on an ongoing basis. <br>
· Gather a variety of personnel information (e.g., Family Medical Leave Act (FMLA), Return-To-Work, Industrial/Non-Industrial Disability, benefits, position control, attendance, etc.) for subordinates utilizing various resources on a daily basis. <br> 
<br>
In order to maintain an accurate reporting to the State Controller’s Office (SCO) for assurance of correct payroll warrants for 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 provisions and SPB or DPA laws and rules: <br>
· Grant or deny subordinate staff’s requests for time off or requests to work overtime. <br>
· Ensure subordinate staff has sufficient leave credits available for the leave requested. <br>


· 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. by the SCO semi-monthly or monthly payroll cut-off date to ensure the correct issuance of a SCO warrant on pay day. <br>
· Approve or disapprove PAL entries for subordinate staff after a complete workweek for the pay period.  This is to ensure the correct issuance of a complete work week for the pay period or for overtime pay due to an employee. <br>
<br>
In order to supervise staff in accordance with DPA and SPB laws and rules, Bargaining Unit Agreements guidelines, DGS policies and guidelines and Worker’s Compensation and Cal OSHA guidelines: <br>
· Evaluate performance and provide training using DGS appraisal forms. <br>
· Prepare written performance evaluations using probationary reports and Individual Development Plans within the established timelines. <br>
· Provide injured employee(s) with the Employee’s Claim For Worker’s Compensation Benefits (SCIF 3301) and completes the SCIF Occupational Injury Report (SCIF 3067). <br>
· Follow departmental Return to Work and Bargaining Unit Agreement guidelines for the purpose of returning employees to full duty. <br>
<br>	
In order to maintain a safe and healthy environment for the benefit of all employees and the public, under direction of the Production Manager, the Printing Plant Superintendent and OSP Environmental Safety and Health Unit in compliance with laws and regulations, the Occupational Safety and Health Administration (OSHA), Safety Training (AB 2189), Injury and Illness Prevention (IIPP and SB 298), Workers’ Compensation (Title 8 and SB 198), Federal, State and local regulations, by promoting the health and safety programs as follows: <br>
· Attend training in the handling of hazardous materials and use of environmental safeguards. <br>
· Participate in updating IIPP plans and records by completing reports and coordinating with the designated Branch coordinator. <br>
· Participate in and/or leads team in executing the plans for Emergency Response, Disaster Recovery and Business Resumption, and Hazardous Materials and Waste Manifest. <br>
· Ensure hazardous materials and hazardous wastes are managed. <br>
<br>
In order to provide information on the collective bargaining agreements following published guidelines:
· Interpret and administer provisions of collective bargaining agreements in the course of supervising represented employees by reviewing and analyzing manuals, policies, regulatory requirements, proposed legislation, etc. and determining the impact on unit operations and staff utilizing various  resources (e.g. collective bargaining contracts, Labor Relations/Employee Relations Officer , Department of Personnel Administration, etc.) on an as needed basis. <br>
· Provide guidance to managers and supervisors by following the steps of constructive intervention, resolving personnel matters, implement adverse actions and following up on merit issue complaints submitted by employees. <br>
<br>
In order to ensure subordinate staff receives adequate training to achieve, exceed and maintain satisfactory performance appraisals in the areas of their responsibility and by providing career development and corrective action following OSP policy and procedures: <br> 
· Encourage a positive environment by addressing employee morale, recognition and team building and by maintaining confidentiality and honesty. <br>
· Counsel performance of employee while encouraging individual and team development.
· Identify roadblocks in production performance. <br>
· Lead and instruct on-going safety training conducted on site. <br>
· Evaluate staff resources, training needs, appropriate corrective action for existing and new staff. <br> 
· Review staff resources for proper alignment to the new program and equipment by reviewing the potential workload.
· Promote departmental training for upward mobility purposes by encouraging staff participation. <br>
· Assist management and supervisors on establishing performance standards and expectations by conducting probationary reviews, annual Individual Development Plans, constructive intervention, disciplinary actions and training to enhance personnel growth. <br> 
· Provide an injured employee with the Employee’s Claim for Worker’s Compensation Benefits (SCIF 3301) by completing the SCIF Occupational Injury Report (SCIF 3067) and following departmental Return to Work and Bargaining Unit Agreement guidelines for the purpose of returning employees to full duty. <br>
· Oversee the training and development of all staff by assisting management and supervisors to assess and identifying training needs and coordinate schedules to ensure all training requirements are met. <br> 
· Aid in the professional development to achieve operational efficiency by utilizing in/out-service training programs. <br>
· Take corrective action to improve performance following the Department’s Constructive Intervention process. <br>
· Knowledge of corrective intervention, substance Abuse Program and Employee Assistance Program. <br>
<br>
MARGINAL FUNCTIONS <br>
In order to keep the DPS/MMS functioning properly, the APPS will assume the duties of the Printing Plant Superintendent in his/her absence and will coordinate all three shifts.  May provide support for other production APPS as needed following OSP policy: <br>
Support duties include: <br> 
· Communicate with building staff in person or via cellular telephone, 2-way radio, or other electronic devices, and taking appropriate action in response to service needs. <br>
· May attend, lead, or instruct other team members in on-going safety training conducted locally.
· Answer correspondence. <br>
· Approve invoices. <br> 
· Attend management meetings and implement management’s new directives. <br>
· Meet with vendors/agencies and make recommendations on implementing products/supplies and equipment. <br>
· Lead and direct production personnel and workload as a means to meeting production requirements and standards for on time delivery of customer’s products when production APPS are not available. <br>
· Appear at the State Personnel Board for employee hearings to testify and provide documentation in support of a disciplinary action or dismissal. <br>
<br>
In order to maintain supply, products, tools and equipment inventories following Procurement, SAM, OSP, DGS guidelines and industry standards: <br>
· Determine supply, product, tool and equipment needs according to system specifications. <br>
· Gather prices and make comparisons using catalogs, the Internet, and vendor and supplier prices and estimates. <br>
· Recommend appropriate purchases according to comparisons. <br>
· Assign staff or personally perform weekly inventory by doing a physical and visual shelf count. <br>
<br>
In order to facilitate the organization’s busy schedule and in the course of a day’s work, the APPS will make contact and provide information and guidance to the Printing Plant Superintendent, Printing Trades Assistant I, Mailing Machine Operator II; Customer Service Representative, Planners, Estimators, Procurement Buyers, Pre-Press, Pressroom, Digital APPS, Scheduler, Mass Mail APPS and supervision; Warehouse Management and Shipping supervision, Health and Safety Coordinator, Human Resources, Security Personnel following  OSP policies and procedures: <br>
· Discuss production needs and issues, personnel, equipment and job issues. <br>
· Contact regarding job specifications, time frames, jobs, quality issues, bindery requirements and projects which need special attention. <br>
· Coordinate the return of source work. <br>
· Work related injuries, hazmat spill’s, special equipment needs and other safety related issues. <br>
· Employee personnel issues. <br>
· Unusual activities in or around the building, 911 calls, entry identification and assistance in entering the warehouse after hours. <br>
· Schedule equipment providing realistic time frames, equipment and manpower according to requirements. <br>
· Coordinate and prioritize job scheduling and quality control issues. <br>
· Coordinate shipping dates and packaging requirements by using e-mails, meetings, radio, memos, personal discussions, cell phone and telephones. <br>
<br>
Overtime may be required due to job requirements such as but not limited to the Governor’s Budget, the Legislature and contractual client obligations during peak period work loads. <br>
<br>
KNOWLEDGE AND ABILITIES<br>
Knowledge of: <br>  
Methods, materials, tools and equipment used in a large printing plant production operation; maintenance procedures required in the production operation; safety practices; principles and techniques of effective supervision; the department’s Equal Employment Opportunity Program and the processes available to meet equal employment objectives; and labor relations principles and policies. <br>
<br>
Ability to: <br>  
Read and write English at a level required for successful job performance; plan and supervise the work of others; estimate time required to complete jobs; establish and maintain quality controls; analyze situations accurately and take effective action; administer labor management contracts; keep records and prepare reports; and effectively contribute to the department’s equal employment opportunity objectives. <br>
<br>
DESIRABLE QUALIFICATIONS<br> 
Special Personal Characteristics<br>
· Knowledge of digital print and mailing equipment both in operation and maintenance.
· Digital printing techniques and mailing processes, procedures and regulations.
· Willingness to work overtime, which includes weekends and holidays, as necessary. 
<br>
Interpersonal Skills<br>
· Communicate in a clear, concise manner.
· Work cooperatively as a member of a team. 
· Ability to act independently, to be open-minded and flexible to other ideas and solutions.  
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES<br>
Work Expectations: <br>
· Make sound rational judgments and decisions independently. <br> 
· Knowledge of various computer software programs, word processing programs, e-mail and spreadsheet programs. <br>  
· The ability to perform multi-tasks. <br>
· The ability to work all shifts (days, evenings and/or nights). <br>
· Working knowledge of postal regulations and data base technology as it relates to variable data/transactional printing.
· Utilize a personal computer, keyboard and monitor and working knowledge with basic applications, i.e. Word, e-mail and excel. <br>
· Demonstrate honesty, loyalty, empathy, confidentiality and tact when interacting with supervisors, peers and staff. <br>
· Demonstrated reliability in attendance. <br> 
· Appropriate dress according to office environment; clean, alert and physically capable. <br>
· An office environment, occasional exposure to dust, fumes and noise in order to communicate with staff. <br>
<br>
This position requires that the successful candidate take and pass a physical examination with a physical capacity lifting test. <br>
<br>
Physical Abilities: <br>
· Ability to move around the production area and a 10 acre work site to supervise work. <br>
· Exerts up to 50 pounds of force occasionally to move objects in the office or work area. <br>
· Requires frequent use of a computer and telephone at a work station. <br>
<br>
Mental Abilities: <br>
· Must maintain control over temper and attitude during stressful situations. <br>
· Work well under pressure, requiring the ability to handle stress and deadlines. <br>
<br>
Safety: <br>
Follow all OSP safety rules and procedures: <br>
· Is knowledgeable of and practices all safety rules, regulations; understands the Material Safety Data 
Sheets (MSDS); exhibits safety for self and others; safe use and maintenance of equipment. <br>
· Incumbent will follow HAZMAT/Volatile Organic Compounds guidelines in order to comply with Graphic Arts Rule 450 documentation. <br>
· Do not attempt to operate equipment, use a tool, 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>
· Never alter or modify original tools or equipment. <br>
· Make sure you know how to properly use and take care of any required protective equipment. <br>
· Make sure you use your equipment when it is required. <br>
· Keep your work area organized and as clean as possible at all times. <br>  
· If you see a safety hazard that you were not told about, 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 injured someone including you. <br>
· Attend health and safety meetings. <br>
· Acquire containers for waste collection; place waste into containers; label waste containers; keep waste accumulation area clean and orderly; maintain sufficient quantities of spill cleanup materials in the waste accumulation area or close by; maintain appropriate safety equipment nearby and in good condition; initiate action to have full waste containers removed from the area. <br>
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