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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

8087 - OBAS
ANALYST’S INITIALS

 LEW
DATE
 3/24/14


	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 Assistant (G)
	POSITION NUMBER

 306-030-1441-985

	TENURE

Permanent
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R04

	OFFICE OF

OBAS – Business Services Section 
	LOCATION OF POSITION (CITY or COUNTY)

                          WEST SACRAMENTO
	 FORMDROPDOWN 
 SALARY

OA (G) 
Rg A: $2,074 - $2,595
Rg B: $2,280 - $2,853


	SEND APPLICATION TO:
Department of General Services
Attention:  Kiyo Baird

Business Services Section MS 414
PO Box 989052
West Sacramento, CA 95798-9052
 
	REPORTING LOCATION OF POSITION

                        707 Third Street, West Sacramento

	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 8:00am to 5:00 pm 
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	HR/PL PHONE NUMBER

(916) 376-5335
	PUBLIC PHONE NUMBER

 
	POST & BID FILE BY: 

     

	
	SUPERVISED BY AND CLASS TITLE
  Brad Morgan, SSMII
	FILE BY

4/3/14 

	<strong> Please indicate RPA number 8087 on your state application </strong> <br>
The Department of General Services’ (DGS) Core Values and Employee Expectations are keys 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>
If interested in this position, please submit a completed employment application, STD. 678, and résumé to the above address. Specify RPA #8087 and state your eligibility (e.g. lateral transfer, list appointment, SROA, etc.) in the Explanations section of the application. If list appointment, include a copy of your exam results. If SROA, include a copy of your SROA documentation. Applications received without this information will not be considered for review nor will e-mailed/faxed application. If you require receipt confirmation, please send return receipt through the US Postal Service. <br>
<br>
SELECTION CRITERIA - - <br>
· Please submit a completed State Application (STD 678). <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>
ESSENTIAL FUNCTIONS <br>
<br>
To ensure the proper policies and procedures are being followed, the following work will be performed in accordance with the Department of General Services (DGS), Administration Division (AD), Office of Business and Acquisition Services’ (OBAS), Business Services Section (BSS) utilizing departmental manuals, policies, procedures, Management Memos, Administrative Orders, and office procedures using Microsoft Applications.  <br>
<br>
>
DUTIES<br> 

<br> 

ESSENTIAL FUNCTIONS <br>
. <br>
<br> 
<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

OFFICE ASSISTANT (G)
	POSITION NUMBER

 306-030-1441-985
	RPA NUMBER

 8087 - OBAS
	FILE BY


 4/3/14

	Under the direction of the Staff Services Manager II, Contracts Management Section, the incumbent supervises a team of contracts analysts responsible for executing and administering service contracts on behalf of DGS offices and divisions.  The SSM I may provide supervision and support for other types of contract processes, including Public Works Contracts, Architectural and Engineering (A&E) contracts, Master Service Agreements (MSA) and Interagency Agreements (IAA) as workload necessitates. <br 
<br>
RECEPTIONIST <br>
· Serve as receptionist for the Business Services Section <br>
·   < Assist incoming visitors, including <br>
· Provide forms and assistance filling out forms <br>
· Hand out Access Badge accessories <br>
· Schedule photo appointments <br>
· Maintain electric vehicle keys and ensure the keys go to those who reserve the vehicles <br>
· Monitor the calendar for both vehicles <br>
· Answer incoming calls for the Business Services Section <br>
· Respond to incoming calls <br>
· Screen and forward calls as necessary <br>
· Take messages as needed <br>
<br>

BSS INCOMING MAIL AND E-MAIL <br>
In order to ensure efficient and accurate response to the Business Services Section mail and e-mails, the incumbent will;  <br>
· Process incoming Mail <br>
· Receive <br>
· Date stamp <br>
· Distribute, ensure confidential mail is handled appropriately  <br>
· Check BSS incoming e-mails, hourly <br>
· identify which analyst or employee to receive request  <br>
· forward request <br>
· follow up to ensure request has been received and responded to as necessary <br>

<br>

SUPPORT FOR ONE SSMII, THREE AGPA’S AND ONE SSA <br>

In order to ensure the BSS staff has adequate support, the incumbent will;  <br>
· Generate e-mails within the BSS  <br>
· Review outgoing correspondence  <br>
· Operate office machines  <br>
· Printer  <br>
· Fax  <br>
· Copier  <br>
· Maintain office files  <br>
· Create file folders for staff  <br>
· Provide assistance as needed to staff  <br>>
<br> 
MARGINAL FUNCTIONS <br>
In order to maintain good working condition of all office machines and keep the office working effectively and efficiently as required by management, the incumbent will; <br>
· Take physical inventory of office equipment and maintain an inventory database  br>
· Take physical inventory of all office supplies and request additional supplies as necessary  br>
· Purge files br>
· Prepare files for archive  br>
br
KNOWLEDGE, SKILLS, AND ABILITIES  <br>
Knowledge of: Principles, practices, and trends of public and business administration, management, and supportive staff services such as budgeting, personnel, and management analysis; governmental functions and organization. <br>
<br> 
Ability to: Reason logically and creatively and utilize a variety of analytical techniques to resolve complex governmental and managerial problems; develop and evaluate alternatives; analyze data and present ideas and information effectively both orally and in writing; consult with and advise administrators or other interested parties on a wide variety of subject-matter areas; gain and maintain the confidence and cooperation of those contacted during the course of work. <br>
<br> 
SPECIAL PERSONAL CHARACTERISTICS <br> 
· Exhibit professional working manner and ability to deal tactfully and effectively in a busy office environment  br
· Demonstrate interest in assuming increasing responsibility  br
· Display mature judgment, loyalty, tack and discretion  br
· Excellent organizational and memory skills <br> > 
<br> 
ADDITIONAL QUALIFICATIONS  br>
· Good attendance record and history of punctuality required  br>
· Ability to organize and set priorities  br>
· Working proficiency in Microsoft Word, Excel and other Microsoft applications  br>
br>
INTERPERSONAL SKILLS  br>
· Ability to work well with a team or independently  br>
· Ability to take and follow directions from supervisor  br>
· Ability to keep required job schedule  br>
· Good telephone etiquette, ability to effectively communicate with staff at all levels  br>
br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES <br> 
· Professional office environment, appropriate business attire required<br> 
· Daily use of a personal computer and related applications and peripherals at a workstation <br> 
· Ability to move about, stand, reach, stoop, bend or carry <br> 
· Use of phone, fax, copiers and general office equipment. <br> 
<br> 



