	[image: image1.jpg]



	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

008104 BPM-
ANALYST’S INITIALS

DER
DATE

4/18/14


	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

Building Maintenance Worker
	POSITION NUMBER

308-066-6215-921
	TENURE

Permanent 
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R12

	OFFICE OF

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

Sacramento
	 FORMDROPDOWN 
 SALARY

$3,186
TO
$3,672


	SEND APPLICATION TO:

Building & Property Management Branch
Region III – Franchise Tax Board
P.O. Box 277376
Sacramento, CA  95827
Attn:  Joe Marino  
	REPORTING LOCATION OF POSITION

Franchise Tax Board Building
	

	
	SHIFT AND WORKING HOURS

DAYS 7:30AM – 4:00PM
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

Monday through Friday  DAYS OFF: Sat & Sun 
	

	
	PUBLIC PHONE NUMBER

(916)  845-7061
	PUBLIC PHONE NUMBER

(   )     -    
	POST & BID FILE BY: 

4/26/14

	
	SUPERVISED BY AND CLASS TITLE

Joe Marino, Supervisor of Building Trades
	17. FILE BY

4/29/14


	<br>
Please indicate RPA Number 8104 on your application. <br>
<br>

SELECTION CRITERIA - The selection criteria will be in the following order: <br>

· Local bidders (DGS employees) must file their bid requests for this position by the “Post & Bid File By” date above with the contact person listed above using the Local Work Area Post and Bid form, OHR-R12L (Rev 10/01/08).  The employee with the greatest amount of continuous “local work location” seniority in the class shall be selected over other employees and notified of start date.   If no local bidders, then <br>
· The Outside Local Post and Bid bidders will be contacted who indicated interest in positions in this location.  If no outside bidders are interested, then <br>
· SROA/Surplus employees will be considered prior to other recruitment methods. <br>
· Transfers, reinstatements, or recruitment from the employment list may be considered after the Post & Bid process is cleared.  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>
INCUMBENTS WILL NEED TO PASS A BACKGROUND CHECK <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. <
Under the supervision of the Supervisor of Building Trades and/or Office Building Manager II, the incumbent performs a variety of semi-skilled manual tasks in the alteration, maintenance, and repair of buildings and building facilities.  Performs a wide variety of semi-skilled maintenance tasks or assigned as a helper to a skilled craftsperson in a trades class.

The Region III Franchise Tax Board facility located off Hwy. 50 in Sacramento, California consists of six state-of-the-art structures ranging in height from one to four stories equaling 1,850,839 gross square feet.




	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

Building Maintenance Worker
	POSITION NUMBER

308-066-6526-921
	RPA NUMBER

008104-BPM 
	FILE BY


4/29/14

	**IMPORTANT NOTICE** Employees of the Department of General Services working at the Franchise Tax Board (FTB) will be subject to a pre-employment background investigation. The investigation will consist of completion of a pre-employment questionnaire, fingerprinting, and an inquiry to the Department of Justice to disclose criminal records. Potential employees must also be in compliance with the California revenue and taxation code. During the background investigation portion of the hiring process, FTB will review return information to verify California state income tax compliance. Any failure to comply with the California revenue and taxation code may prevent you from being hired to work at the FTB campus.
DUTIES 

All work to be accomplished in accordance with guidelines of the Department of General Services (DGS), Building and Property Management (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, ASHRAE (American Society of Heating, Refrigeration and Air Conditioning Engineers), SMACNA (Sheet Metal and Air Conditioning Contractor’s National Association), IEEE (Institute of Electrical and Electronic Engineers), NEI (National Energy Institute).  Assignment will require travel to multiple buildings within the region. Incumbent may act as backup as directed by BPM managers or supervisors, at any regional facility, in order to assure continuous and efficient operations of all buildings systems and equipment.   

The incumbent applies sustainable (environmentally safe) work practices in the operation and maintenance of all building systems and equipment.

ESSENTIAL FUNCTIONS

In order to retain integrity and functionality fundamental for ensuring reliability and long-term use of buildings and related systems, equipment, fixtures, shops and grounds as directed by the Supervisor of Building Trades and/or the Office Building Manager by following published guidelines, manufacturer’s specifications  and industry standards, using appropriate hand or power tools and products:
· Cleans, maintains and repairs locks, windows, doors, screens, window blinds, gutters, drains, shelving, light bulbs/tubes, fuses, cabinets, floor finishes and furniture.

· Installs, inspects, maintains, repairs, troubleshoots or assists maintenance mechanics , electricians, electronic technicians in troubleshooting, maintaining and repairing all building systems, including but not limited to power distribution systems, plumbing and sewer systems, domestic water pump stations and lines, cooling and heating system lines and equipment, fire sprinkler systems, doors and related components, electrical fixtures, ceiling components, roofs, plaster and concrete, interior and exterior patching, matching finishes and painting and furniture.

In order to fulfill service requests as submitted by tenants or other BPM staff, following guidelines and warranty requirements and at the direction of the supervisor:

· Responds and effects repairs to office and common area calls as needed, by going to the physical site and repairing electrical outlets, replacing lights, adjusting mechanical and/or electrical doors, fixing leaky sinks, clearing stuck flush valves, unplugging toilets and performing other simple and/or routine repair, comfort and convenient needs.

· Responds to emergency calls in order to mitigate emergency conditions and minimize damage by performing repair at physical location according to health and safety and BPM guidelines regarding emergency situations.  This may require working after hours, on days off, or at another building location.

· Orders parts and make recommendations on repairs when unable to complete service or repair requests and follows action through to completion.

· Reports results and any problems or issues to supervisor.

In order to maintain a safe and healthful environment for the benefit of all employees and the public, under direction of the Supervisor of Building Trades and/or the Office Building Manager III and the BPM Environmental Safety and Health Unit (ESHOP), 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), by promoting health and safety programs as follows:

· Attends training in the handling of hazardous materials and use of environmental safeguards.

· Participates in updating IIPP plans and records by completing reports and coordinating with the designated Branch Coordinator.

· Participates in and/or leads team in executing the plans for Emergency Response, Disaster Recovery and Business Resumption, and Hazardous Materials and Waste Manifest.

Organizes and maintains records, files and technical listings on equipment, tools or products using Microsoft Office, Maximo or hard copy in order to make recommendations on recurring maintenance, special repairs, equipment, tools and supply prices for the BPM budget in accordance with DGS and DOF guidelines.

MARGINAL FUNCTIONS

· Requisitions supplies in order to maintain needed equipment, tools, supplies on hand by completing request form and forwarding it to supervisor per BPM procedures.

· Makes reports in Microsoft Office, Maximo or manual reporting in order to report and track, completed work per BPM procedures.

· Acts as back up Building Maintenance Worker, as directed by BPM managers or supervisors, at any regional facility in order to assure continuous and efficient operations of all buildings systems and equipment.

· Attends current BPM training classes to maintain ethical work standards as directed by BPM mangers and supervisors.

· Assists supervisor, as needed, using current records programs (Microsoft Office, Maximo) and communicating with building staff in person or via cellular telephone, 2-way radio, or other electronic devices in order to facilitate building maintenance needs and take appropriate action in accordance with BPM guidelines.

· Serves as Unit Safety Coordinator in order to do through routine physical inspections of all state owned buildings for compliance with janitorial safety requirements.  Prepares written status reports in order to report findings using Microsoft Office or manual reports per BPM procedures and policies.
· May attend safety training and/or instruct other BPM team members in on going safety procedures in accordance with ESHOP-provided training per BPM polices and guidelines.

KNOWLEDGE AND ABILITIES:

Knowledge of:  Common methods, practices, and materials used in maintenance and repair work of buildings and building facilities; various tools used in building maintenance and repair work and their proper employment and care.

Ability to:  Do a variety of semiskilled maintenance and repair tasks; follow directions; prepare reports of work done; read and write at a level appropriate to the classification.

DESIRABLE QUALIFICATIONS

SPECIAL PERSONAL CHARACTERISTICS

· Demonstrates mechanical aptitude.
· Demonstrates interest in assuming increasing responsibility.
· Knowledge of Microsoft Word, Excel, Maximo, ABMS, PAL, and Outlook.
INTERPERSONAL SKILLS

· Ability to organize time efficiently and set effective priorities.

· Uses good judgment and tact in making decisions and working with employees and interacting with clients.

WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES:
Work Environment

· Work in low-rise (6 floors and lower) to high-rise (7 floors and above) office building environment.

· Wear unaltered BPM supplied shirts and pants according to current policy.

· When working in the interior of the building, you may need to use passenger or freight elevator to get self, equipment or supplies from one floor to another floor.

· Work may involve exposure to unusual elements, such as extreme temperatures, dirt, dust, fumes, unpleasant odors, and loud noises.

· Work environment may involve some exposure to hazardous materials or physical risks, which requires basic safety precautions.

· May be required to work outdoors and in all weather conditions, including rain, heat and cold.

· Work on various uneven ground surfaces.

· Work in public access areas.

· Work in noisy areas or with noisy equipment or machinery.

· Work in any regional location.

· Requires ability to work overtime.
· Must pass a background check to work at the Franchise Tax Board Complex 
Physical Abilities

· Typical work activities involve frequent and prolonged periods of standing, walking extended distances, bending, stooping, kneeling or squatting while performing duties.

· Repetitive grip, grasp, and hand movement while using tools or power equipment applicable to job being performed.  Requires fine motor skills/dexterity to manipulate small components and controls.
· Climb stairs or ladders, use power and noise producing tools or equipment; drive motorized equipment or vehicles applicable to job being performed.  Reach high spaces by climbing a ladder or operating a lift.

· Reach or stretch by extending hand(s) or arm(s) in any direction.

· Safely lift, push or pull or carry objects up to 50 pounds.

· Work on elevated / high-reach areas using a vertical, motor-powered, MAN-LIFT JLG.
· Work from CAT-WALKS at building exterior.
· Move about and work in confined spaces.

· If required, wear safety equipment during the performance of duties, i.e., ear plugs when working in machine spaces; dust masks when exposed to harmful dust particles, eye goggles when exposed to air borne particles, cloth gloves when working with abrasive materials, rubber boots or raingear and back support.

· See and hear for visual inspection of the operation of machinery/equipment or sound inspection of proper operating machinery/equipment.

Mental Abilities 

· Read, write and understand English in order to follow and enforce safety procedures.

· Understand written and verbal communications using English language.

· Read, write and understand English in order to follow instructions on manufacture’s guide of products.

· Add, subtract, multiply and divide in all units of measure, using whole numbers, common fractions or decimals.
· Apply common sense in personal safety and safety of equipment in adverse weather conditions (light storms, downpours, etc.).




