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	EMPLOYMENT
       OPPORTUNITY
	1.  RPA #
[bookmark: Text25][bookmark: Text85]008154-OSP -13/14 FY
ANALYST’S INITIALS
[bookmark: Text30]NSW
DATE
[bookmark: Text31]04/11/14


	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]Materials & Stores Specialist      
	POSITION NUMBER
[bookmark: Text83][bookmark: Text19][bookmark: Text20][bookmark: Text21]307-800-1506-XXX
	TENURE
[bookmark: Dropdown1][bookmark: Text22]      
	TIME BASE
[bookmark: Dropdown4][bookmark: Text24]      
	CBID
[bookmark: Text6]R12

	OFFICE OF
[bookmark: Text88]State Publishing
	LOCATION OF POSITION (CITY or COUNTY)
[bookmark: Text71]Sacramento
	 SALARY
$2,877.00
TO
$3,591.00
     

	SEND APPLICATION TO:
[bookmark: Text87]Office of State Publishing
[bookmark: Text86]Warehouse Unit
344 No. 7th Street
[bookmark: Text35]Sacramento, CA 95811
[bookmark: Text32]Attn:  	Steven Lewis
	RPA #008154-OSP
	REPORTING LOCATION OF POSITION
[bookmark: Text81]Warehouse Unit - 344 No. 7th Street, Sacto, CA
	

	
	SHIFT AND WORKING HOURS
 - 7:30 AM to 4:00 PM
	

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

	
	PUBLIC PHONE NUMBER
(916)  445-6652
	PUBLIC PHONE NUMBER
(   )     -    
	POST & BID FILE BY: 
04/18/14

	
	SUPERVISED BY AND CLASS TITLE
[bookmark: Text82]Steven Lewis, Warehouse Manager I
	FILE BY
04/21/14



	Please reference RPA #008154-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.  Consideration may be given to applicants on another Department’s employment list, provided the criteria are met to transfer the eligibility from the employment list to DGS’ employment list. <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>
Under the general supervision of the Warehouse Manager II, to perform advanced journey level work, leading lower level staff in the receipt, storage, issuance and shipping of a volume of varied supplies requiring moderately complex storage practices in a redistribution or point-of-use warehouse and assume equivalent duties and responsibilities in assisting a  warehouse supervisor.<br>
<br>
The performance of the duties will be accomplished in accordance with the guidelines of the Department of General Services (DGS), Office of State Publishing (OSP) operations manual directives of Government Code, CA Code of Regulations, and the State Administrative Manual.<br>
<br>
ESSENTIAL FUNCTIONS<br>
In order to perform the duties of lead person in the warehouse, receiving/shipping section in accordance with OSP Warehouse procedures:<br>
· Responsible to effectively manage the work of the receiving/shipping and warehouse workers by ensuring the work performed by staff follows OSP standards and procedures.<br>
· Direct the operation for filling all inventories and shipping related materials for orders from the OSP Warehouse to be used in our Digital Print/Mass Mail Unit.<br>
· Evaluate and monitor the inventory stock for upcoming orders.<br> 
· Receive DP/MM orders and the report counts to replenish low stock items.<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
Materials & Stores Specialist
	POSITION NUMBER
307-800-1506-XXX
	RPA NUMBER
008154-OSP
13/14 FY 
	FILE BY
	04/21/14

	· [bookmark: _GoBack]Receive the inventory count report regularly of products, supplies and or tools individually used to be reordered in accordance with the needs of all printing orders through Digital Print/Mass Mail Unit.<br>
· Maintain sufficient levels of product, supplies and tools, by physically counting supplies and tools and verifying and correcting the count against the computer based report.<br>
<br>
In order to ensure good customer service and improve overall OSP Warehouse operations following published guidelines and industry standards:<br>
· Monitor floor inventory of raw materials to be used on upcoming jobs and to replenish as necessary. <br>
· Communicate with the Warehouse Manager via, e-mail or telephone, in person, explaining the reason for shortages of stock. <br> 
· Evaluate and inventory the customer’s order after receiving the supplies; direct the order to warehouse staff for further processing.<br>
In order to process the customer’s order(s) for timely delivery following OSP Warehouse policy:<br>
Utilize strong organization skills, the Logic order packing lists with product and box information to perform the following:<br>
· Enter customer order information by computer in the Finished Goods Inventory system to establish priority status.<br>
· Communicate order status to lead person by using the Logic system.<br>
· Using the Logic system assist in the scheduling of workflow for customer’s orders.<br>
· Ship according to specified shipment request.<br>
<br>
In order to ensure timely delivery of orders to avoid late arrival following OSP Warehouse, United State Postal Service and Golden State Overnight procedures:<br>
· Provide quality control functions by inspecting products for deformities.<br>
· Fill order using the Logic order packing list for packing goods.<br>
· Initiate customer order by getting each requested product boxed, weighed, labeled and ready for shipping.<br>
· Prioritize the order by following the date received/requested or by specific request date.<br>
· Locate, consolidate and route the finished goods components for mailing by weighing final products on scale for proper mailing and shipping labels.  Ship according to specified shipment request.<br>
· Utilize a dolly to take product box(s) to the Warehouse dock for shipping.<br>
<br>
In order to provide a secure and quality product on time following the inventory program and OSP Warehouse guidelines: <br>
· Maintain office work area in a neat and orderly manner.<br>
· Regularly inventory and prepare a list of products, supplies and /or tools individually used to be reordered.<br>
· Maintain sufficient levels of product, supplies and tools.<br>
· Stock shelves with customer product items on a weekly basis, based on a weekly inventory report. <br>
<br>
MARGINAL FUNCTIONS <br>
Deliver special/urgent packages or shipments using a State vehicle in order to provide quality service following OSP management’s mandate.<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:  Modern warehousing methods and practices, including the keeping of, receiving, shipping and inventory records; freight rates and classifications; office of Procurement specifications; regulations involved with consolidated freight shipments, stock array systems; freight claim procedure; inventory and quality control. <br>
<br>
Ability to:  Read and write English at a level required for successful job performance; perform heavy physical labor; operate motorized material handling equipment; estimate possible future demands of various supplies based upon past needs; work independently; work and communicate effectively with those contacted in the work; direct the work of others; keep accurate records and prepare reports of work done; analyze situations accurately and take effective action. <br>
<br>
SPECIAL PERSONAL CHARACTERISTICS <br>
· Strength, good physical agility, and willingness to do heavy manual labor. <br>

<br>
Special Personal Characteristics <br>
· Ability to use basic computer applications, i.e. Microsoft Work, PAL, Logic and SRIS. <br>
<br>
Interpersonal Skills <br>
· Communicate effectively with staff. <br>
· The ability to proficiently work as a team member with co-workers and management. <br>
· Follow oral and written directions; read and understand the customer’s orders. <br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES <br>
Work Expectations: <br>
· Flexibility to perform a variety of tasks as assigned; willingness and ability to accept responsibility. <br>
· Use a personal computer and office equipment, i.e. (fax, copier etc.) <br>
· An interest in performing duties quickly and efficiently. <br>
· Develop and maintain good work habits, dependability and punctuality. <br>
· Be open-minded and flexible to other ideas and solutions, be tactful. <br>
· Be at your respective workstation ready for work at the starting time of your shift and is fully accountable for working a full eight-hour shift. <br>
· Return on time to your respective workstation ready to work after breaks and lunch. <br>
· Appropriate dress according to warehouse environment. <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>
· 8-hour work shifts walking and standing on concrete floors.<br>
· Exert up to 50 pounds of force frequently to lift, move boxes. <br>
· Ability to physically bend, stooping, stretching and turn.<br>
· Reaching by extending hand(s) or arm(s) in any direction.<br>
· Exposure to extreme temperature changes (hot, cold, humid, etc.) indoors and outdoors. <br> 
<br>
Mental Abilities: <br>
· Handle stress, and deadlines on shipments. <br>
<br>
Safety:<br>
Follow all safety rules and procedures. <br>
Promote safe work practices and a safe working environment for all employees.<br>
· Do not attempt to operate equipment, use tools, materials or perform a new task until the associated safety hazards and methods to protect yourself have been explained to you. <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 and use your equipment when it is required.<br>
· Keep your work area organized and as clean as possible maintaining good housekeeping procedures at all time. <br>
· If you see a safety hazard inform your co-workers and notify your supervisor immediately; “close calls” or “near misses” are accidents that almost injure someone including you. <br>




· 
· 
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