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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

8069-OAS
ANALYST’S INITIALS

DR/MH
DATE

03/14/14


	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

Office Technician (Typing)
	POSITION NUMBER

306-098-1139-001
	TENURE

 FORMDROPDOWN 
      
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R04

	OFFICE OF

Office of Audit Services
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY

$2,686
TO
$3,362
    

	SEND APPLICATION TO:

Department of General Services

Attn: Yvonne Newton 
Executive Office, 8th Floor

P.O. Box 989052

West Sacramento, CA  95798-9052




	REPORTING LOCATION OF POSITION

707 Third Street, 8th Floor, West Sacramento
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 8 a.m. to 5 p.m.
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916)  376-5025
	PUBLIC PHONE NUMBER

(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE

Rick Gillam, Chief, Office of Audit Services
	FILE BY

03/28/14


	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, while protecting the interests of the State of California”.  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.
SELECTION CRITERIA - The selection criteria will be in the following order: <br>
· SROA/Surplus employees are encouraged to apply and will be considered prior to other recruitment methods.

· 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. 
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled.

Under the general direction of the Office Chief, the incumbent independently performs a variety of the most complex Office Technician and Attendance Clerk duties that support the Office of Audit Services and the Executive Office.  All work is to be accomplished in accordance with guidelines of the OAS Audit Manual, Department of General Services’ (DGS) Personnel Operations Manual, Office of Human Resources Memorandums, and the Attendance Clerk Manual; the Activity Based Management System and Project Accounting and Leave (PAL) manuals; and the DGS’ Correspondence Style and Format Guide.
ESSENTIAL FUNCTIONS 
In order to relieve the Office Chief of a variety of office details and provide administrative support to the OAS staff in accordance with the above guidelines and established office procedures:

· Creates and edits complex executive correspondence by typing and formatting letters and memoranda using word processing software (e.g. Microsoft Word and Excel) and independently packaging for delivery to the Executive Office, Agency and control agencies, utilizing the coordination sheet and correspondence guidelines;
· Composes correspondence independently or with general instructions on a wide range of subjects where subject matter knowledge and discretion are required by researching a number of sources and applying knowledge of the procedures and policies of the office;

· Reviews outgoing documents, prepared by professional staff for Office Chief’s signature, for compliance with complex criteria by ensuring consistency with policies and DGS correspondence guidelines;
· Disseminates various sensitive and confidential audit correspondence including audit notification letters, draft and final audit reports and responses to external audit entities.



	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

Office Technician (Typing)
	POSITION NUMBER

306-098-1139-001
	RPA NUMBER

8069-OAS
	FILE BY


03/28/14

	ESSENTIAL FUNCTIONS (continued)
In order to provide clerical support to the Office Chief and OAS staff in accordance with OAS management policies and DGS fiscal policies and procedures:

· Initiates and reviews orders for special supplies, purchases supplies using the CalCard. and maintains related accounting reports to ensure timely payment and avoidance of late payment penalties in accordance with the Prompt Payment Act;
· Prepares and processes various purchase documents for supplies (i.e. Purchase Orders, Printing Requisitions, Service Orders, Invoice transmittals, check requests for training), processes all forms related to accounting matters (i.e. travel expense claims, billing transmittals);   
· Maintains audit time reporting system by keying reported time, assigning and tracking project codes, generating monthly time reports and timesheets to identify trends and make recommendations to management;
· Develops, revises and maintains filing systems by creating alpha-numeric hard copy files, updating information, and purging and transferring records in accordance with established retention schedule;
· Maintains sensitive, confidential, and numerous reference materials such as audit reports, Management Memos, Administrative Orders, Delegations of Authority, State Administrative Manual and Departmental Manual in an accurate, orderly and comprehensive filing system;
· Acts as the Office’s training coordinator; responsible for maintaining training files, completing training requests and registering participants.
In order to maintain accurate reporting to the State Controller’s Office (SCO) for issuance of correct payroll warrants and to provide employees with information and assistance in applying for State-sponsored benefit programs in accordance with contract provisions and applicable CalHR rules, performs the following attendance clerk functions for Executive Office employees in accordance with the above guidelines:

· Verifies PAL timesheets are submitted and approved prior to the SCO interface date by generating Employee Status and Total Time Worked reports;

· Resolves PAL problems and/or discrepancies involving leave balances, overtime reported and work time, including Alternate Work Week Schedules, by communicating with staff and the Personnel Transactions Unit as needed;

· Enters and/or corrects employee time in PAL as directed by the supervisor or manager including posting PAL for employees on extended leave;

· Alerts OHR of a new employee by entering new employee information on the ABMS Quick Employee Entry screen upon receipt of hiring documents from the Personnel Liaison or Supervisor;

· Keeps OHR apprised of any payroll exceptions by contacting the Personnel Specialist;

· Assists employees in enrollment/changes and by reviewing and submitting required forms to OHR for processing;

· Advises employees of benefits available based on eligibility criteria;

· Maintains hard copy supplies of benefit information and enrollment forms by ordering materials from the Office of State Publishing or CalPers and receiving and restocking as needed.  Directs employees to specific websites for automated forms;

· Acts as liaison with OHR Personnel Transactions to resolve errors or discrepancies with employee benefits;

· Facilitates the annual open enrollment period for health, dental, FlexElect, and other miscellaneous benefits by notifying employees of timeframes and various deadlines.
In order to ensure quality customer service, and to provide a high level of clerical support for the office in accordance with OAS policy and procedures:

· Answers sensitive phone calls and gathers information the caller(s) are requesting by researching and utilizing a number of different sources, greets and interacts with the general public which may involve sensitive matters;

· Reviews and distributes mail to the correct individuals which may include sensitive and confidential correspondence;
· Maintains adequate material supplies for the office by taking physical inventory and submitting the required requisition forms.  Resolves problems concerning acceptability of supplies;
· Coordinates routine maintenance for office machines (i.e. printer, copier, fax) to ensure that the machines are in good working condition as directed by OAS management and staff;

· Acts as a backup to the Executive Office in order to facilitate clerical support using general office skills and procedures as directed by management.
In order to assist employees and supervisors with personnel-related issues and information, provides assistance with completion of miscellaneous personnel forms in accordance with bargaining unit contract provisions and applicable CalHR and OHR rules, regulations and guidelines:

· Maintains employee emergency forms by requesting updates annually;

· Distributes, on a monthly basis, probationary, IDP, and range change forms to supervisors for completion by utilizing PAL and ABMS for due dates of these documents;

· Submits completed reports to OHR to be included in employees’ Official Personnel Files;

· Processes catastrophic leave requests by typing and circulating request memos and processing leave donations.

KNOWLEDGE AND ABILITIES
Knowledge of:  Modern office methods, supplies and equipment; business English and correspondence; principles of effective training.

Ability to:  Perform difficult clerical work, including ability to spell correctly, use good English; make arithmetical computations; operate various office machines; follow oral and written directions; evaluate situations accurately and take effective action; read and write English at a level required for successful job performance; make clear and comprehensive reports and keep difficult records; meet and deal tactfully with the public; apply specific laws, rules and office policies and procedures; prepare correspondence independently utilizing a wide knowledge of vocabulary, grammar and spelling; communicate effectively; provide functional guidance.

Special Requirement – Office Technician (Typing)

Ability to type at a speed of not less than 40 words per minute from ordinary manuscript or printed or typewritten material.

SPECIAL PERSONAL CHARACTERISTICS 
· A demonstrated interest in assuming increasing responsibility;

· Display mature judgment, tact and discretion in all matters;

· A demonstrated ability to handle sensitive and confidential information and assignments with tact and diplomacy.

ADDITIONAL QUALIFICATIONS
· Education equivalent to completion of the twelfth grade;

· Ability to organize, set priorities and work independently;

· Excellent organizational skills;

· Intermediate personal computer skills, including electronic mail and word processing (Word, Excel, Outlook).

INTERPERSONAL SKILLS

· Ability to work well independently as well as with a team;

· Excellent customer service skills;

· Demonstrate conscientiousness and professionalism in the work environment.

WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES

· Appropriate attire for professional office environment;

· Multi-task, meet deadlines, and adjust to changing priorities;

· Daily use of PC and related software applications at a workstation.




