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	EMPLOYMENT
       OPPORTUNITY
	1.  RPA #
8129-BSC
ANALYST’S INITIALS
NSW
DATE
3/26/14



	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
306-201-1139-907
	TENURE
 Permanent
	TIME BASE
 Full Time
	CBID
R04

	OFFICE OF
Building Standards Commission
	LOCATION OF POSITION (CITY or COUNTY)
Sacramento
	 SALARY

 
MONTHLY

$2,686 - $3,362

	SEND APPLICATION TO:
Building Standards Commission
Attn: Leann Pressley
2525 Natomas Park Dr. Ste 130
Sacramento, CA 95833
[bookmark: Text35]   

	REPORTING LOCATION OF POSITION
2525 Natomas Park Dr. Ste 130
	

	
	SHIFT AND WORKING HOURS
 - 8:00am to 5:00pm
	

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

	
	PUBLIC PHONE NUMBER
(916)  263-0916
	PUBLIC PHONE NUMBER
(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE
 Katrina Benny SSMI
	FILE BY
04/07/14



	
Please indicate RPA number 8129-BSC on your state application <br>
<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>


 SELECTION CRITERIA  <br>
· Please submit a completed State Application (STD 678) and a copy of typing certificate.  Only the following typing certificates will be accepted:  Any State Agency/Department:  Business schools or colleges:  Adult Education Centers:  Skills and Business Education Centers. <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>
DUTIES
Under general supervision of the Staff Services Manager I of the California Building Standards Commission (CBSC), this position is responsible for performing CBSC's receptionist duties and performing more difficult clerical duties, exercising a high degree of initiative, independence and originality. <br>

<br>



<br>
*** JOB OPPORTUNITY BULLETIN*** br>
To request a copy of the complete duty statement, please contact Leann Pressley, Personnel Liaison
 by e-mail:  leann.pressley@dgs.ca.gov</a>and one can be e-mailed to you.</<b<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 Technician (Typing)
	POSITION NUMBER
 306-201-1139-907
	RPA NUMBER
8129-BSC 
	FILE BY
	04/07/14

	[bookmark: _GoBack]<br>

ESSENTIAL FUNCTIONS

To ensure the proper policies and procedures are being adhered to; the following work will be performed in accordance with the principles and guidelines of CBSC, the Department of General Services (DGS), the State Administrative Manual (SAM) and the CBSC Policy and Procedure Manual (PPM).  The combination of general office duties include, but are not limited to, document preparation and review, typing, mail and document handling, filing and records management, maintaining databases for statistical and other record keeping, ordering, maintaining supplies and equipment, processing invoices and acting as CBSC’s conference room calendar coordinator.<br>

GENERAL ADMINISTRATIVE SUPPORT <br>
In order to ensure adequate coverage at the reception desk during office hours, the incumbent:
· Receives telephone calls using a multi-line telephone; responds and assists the public with various inquiries regarding CBSC’s program, using experience and program knowledge, CBSC’s PPM; forwards and directs various other inquiries to appropriate staff using CBSC’s contact list; 
· Assists the general public by greeting visitors at the public counter, ushering visitors to appointments with staff members, and providing information regarding CBSC meeting times and locations;<br>

In order to ensure timely processing of Travel Expense Claims (TECs) with prompt and accurate payment, the incumbent in accordance with CBSC policies and procedures, SAM and DGS payment and records management procedures, using Microsoft Excel and Word software:
· Determines the most cost-effective method of transportation, using cost information provided on car rental agency and airline websites, and mileage reimbursement rates provided by bargaining unit contracts or the Department of Personnel Administration (DPA) for private car usage. Assists in making travel arrangements with DGS’s contracted travel agency for staff and Code Advisory Committee (CAC) members traveling on commission business.
· Reviews CBSC’s “Travel Expenses” forms submitted by claimants, ensuring completeness and accuracy;
· Prepares TECs for CBSC CAC members to match “Travel Expenses” forms received, using the following:
· CBSC’s Policy and Procedure Manual,
· Travel information provided by Commissioners and CAC members on CBSC’s “Travel Expenses” form,
· DPA’s travel reimbursement policies,
<
In order to effectively communicate program, commission and other information, using Microsoft Office software and following office procedures for written communications, provides clerical support and typing for staff as follows:
· Prepares, types and/or formats draft correspondence, reports and other documents, using a personal computer with Microsoft Office programs and business English skills, for subsequent distribution and/or mailing;
· Proofreads documents making spelling, punctuation and grammatical corrections as necessary and as instructed by staff in order to facilitate workflow and ensure documents are grammatically correct;
· Processes and logs incoming mail (e.g., receives, opens, date/stamps, sorts, etc.) to properly distribute the materials after scanning them and making a determination as to where they should be forwarded;

In order to provide clerical support to technical staff reviewing building standards, in accordance with office Policy and Procedure Manual, the incumbent independently:

· Receives documents submitted by state agencies proposing changes to their building regulations and checks these documents against the office’s “Receiving Check List” to determine whether or not all the documents, required were submitted;
· Creates office files for these submittals, using the office’s prepared indices to organize the files, tab sheets, and labels using Microsoft and submits them to the Executive staff for staff assignment;
· For tracking purposes, assigns a file number to each submittal of proposed changes, enters the information concerning the submittal into the “Rulemaking File Log”, 

In order to ensure correct invoice processing for payments, the incumbent: 
· Types and processes invoices pertaining to office supplies and equipment; 
· Researches and corrects any problems of invoice processing;
· Processes prompt payment in coordination with the State Laws and Department policies.

In order to function as CBSC’s conference room calendar coordinator, the incumbent independently:
· Oversees the CBSC conference room calendar and schedules meeting requests using Microsoft Outlook,
MARGINAL FUNCTIONS

· Keeps the office’s supply room organized, according to type, for efficiency purposes, so that all staff can locate needed supplies readily and inventory needing to be reordered can be easily identified; Inventories supplies to initiate requests and submit request of supplies as needed, request forms, and office supply catalogs.
· Orally responds to questions from commissioners with regard to personnel, travel reimbursement, and FPPC filing using DGS’ Personnel Operations Manual, SAM, CBSC’s PPM and FPPC Regulations;
· Researches and provides written reports on various issues at the request of the management as necessary.
r>
<br>
KNOWLEDGE AND ABILITIES

Knowledge of: Modern office methods, supplies and equipment; business English and correspondence. 

Ability to: Perform difficult clerical work, including the 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 and files; 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.

DESIRABLE QUALIFICATIONS 
· Proficiency with various Microsoft Office software applications, and ability to learn new software applications and databases 
· Communicate effectively, both verbally and in writing 
· Perform complex clerical work in a busy office environment, amid multiple time constraints and changing priorities 
· Proficiency at multi-tasking and setting work priorities 
· Prepare correspondence and clear comprehensive reports independently upon request 
· Work effectively in a team environment 
· Establish and maintain positive cooperative working relationships 
· Evaluate situations accurately and take effective action 
· Learn and apply specific laws, rules and office policies and procedures 
· Use resources and working tools effectively 
· Excellent telephone techniques
· Excellent written and verbal customer service skills
· Excellent organizational skills
<br>
ADDITIONAL QUALIFICATIONS AND REQUIREMENTS <br>
· Ability to: Type at a speed of not less than 40 words per minute from ordinary manuscript or printed or typewritten material.  A typing certification is required prior to an appointment to the classification <br>
· Good attendance record and history of punctuality
· Use initiative, and ability to work independently
· Education equivalent to completion of the twelfth grade.

INTERPERSONAL SKILLS <br>
· A demonstrated interest in assuming increased responsibility <br>
· Demonstrate professionalism at all times including; mature judgment, poise, tact and discretion<

WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES <br>
Work Environment: >
· Frequent daily use of a personal computer and related software applications at workstation; use of electronic office equipment <br>
· Daily use of multi-line telephone system<br>
· Daily contact with customers, public and various classification levels with the State <br>  
· Fast-paced office environment with frequent deadlines <br>
· Willingness to deal with change and thrive in any environment <br>
· Patience and professional demeanor in dealing with the public, in person and on the phone <br>
· Requires ability to deal effectively and professionally with difficult customers <br>
<br>

Physical Abilities: <br>
· Move about, stand, reach, stoop and bend <br>
· Ability to use fine motor skills for computer or office machine use <br>
· Be able to lift up to 30 lbs. at one time <br>
<br>
Mental Abilities: <br>
· Read, write and speak in a clear and concise manner <br>
· Exercise good judgment and common sense on a daily basis <br>
· Ability to successfully multi-task in a busy office environment <br> 
· Effectively handle stress and meet deadlines <br>


SPECIAL PERSONAL CHARACTERISTIC <br>

The applicant must exhibit: <br>
· A demonstrated interest in assuming increasing responsibility; <br>
· Display mature judgment, tact and discretion in all matters; <br>
· A demonstrated ability to handle sensitive and confidential information and assignments with tact and diplomacy. <br>

SPECIAL REQUIREMENT<br>

Ability to:  Type at a speed of not less than 40 words per minute from ordinary manuscript or printed or typewritten material. <br>



image1.png




