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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

8158 - OBAS
ANALYST’S INITIALS

 LEW
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

Staff Services Manager I
	POSITION NUMBER

 306-032-4800-004

	TENURE

Permanent
	TIME BASE

 FORMDROPDOWN 
      
	CBID

S01

	OFFICE OF

OBAS-Purchasing Services Section
	LOCATION OF POSITION (CITY or COUNTY)

                        West Sacramento
	 FORMDROPDOWN 
 SALARY

$5,079
To

$6,311



	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, 2nd Floor

	

	
	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
  Jaime Tovar, SSMII
	FILE BY

 4/28/14

	<strong> Please indicate RPA number 8158 on your state application  br
/strong> <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. <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. 
· 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>
All work is to be accomplished in accordance with the guidelines of the DGS, Administration Division (AD), Office of Business and Acquisition Services’ (OBAS) utilizing Strategic Plans, DGS and OBAS Policy Manuals and Memorandums, State Administrative Manual (SAM), Purchasing Authority Manual (PAM), State Contract Manual (SCM), policies, procedures, Management Memos, Administrative Orders, and office procedures using Microsoft Applications. br
Br br
ESSENTIAL FUNCTIONS br
br
Oversees, assist in OBAS Purchasing Services Section policy development and implementation of departmental purchasing services functions. The SSM I provides direct supervision, training and performance evaluations for office staff that consist of Staff Services Analysts and/or Associate Governmental Program Analysts.  Ensures proper policies and procedures are being followed.  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

Staff Services Manager I
	POSITION NUMBER

 306-032-4800-004
	RPA NUMBER

8158 - OBAS
	FILE BY


 4/28/14

	SUPERVISION OF PSS BUYERS br
In order to supervise and manage staff in carrying out activities associated with the procurement of non-IT commodities, IT goods, and general services the SSMI shall:  br
•
Direct staff in utilizing various tools and resources for departmental procurements using Procurement Division Leveraged Procurement Agreements, Certified Small Business or Disabled Veteran Business Enterprise suppliers and eProcurement. br
•
Develop processes and procedures with input from Office of Fiscal Services and Enterprise Technology Solutions to ensure the procurement of products and services meet required standards and proper accounting processes are met.  br
•
Resolve complex purchasing issues elevated from staff through both verbal and written communication, and must evaluate when to elevate to the SMM II for input or resolution. br
•
Monitor staff activities and workload through the use of the Activity Based Management System (ABMS) module reports and makes inquiries on the status of requisitions of urgent or emergency request.  br
•
Review Buyers performance and assist by identifying efficiencies by training and techniques. br
•
Meet consistently to communicate new process or procedures and provide materials for on-going training of the PSS Buyers. br
br
ABMS – APPROVAL OF PURCHASE ORDERS AND DATA ENTRY MANAGEMENT br
In order for each Buyer’s Purchase Order to be completed in compliance with all Procurement Division statutory laws, rules and policies and to maintain related accounting and reporting, the SSM I shall: br
•
Review each Purchase Order document thoroughly utilizing tools such as the PSS checklist and ABMS to verify all information is complete, accurate, and proper procurement methods were followed. br
•
Approve the Purchase Order within ABMS or Reject and notify the Buyer identifying why it was rejected.  br
•
Periodically run ABMS report to monitor the completeness of the data entry. br
•
Identify and recommend new ABMS data capture for more effective management reporting. br
br
CUSTOMER SERVICE COMMUNICATION br
In order to ensure customers are satisfied with the customer service provided by the Purchasing Services staff, the SSM I actively participates and takes responsibility for the following: br
•
Communicating directly with Program and approvers on the initial purchasing request issues and challenges working to a goal of satisfactory solution. br
•
Coaching and mentoring Buyers on customer service best practices, lesson learned and cultivating a customer service atmosphere in the Purchasing Services Section. br
•
Addressing certified Small Business and Disabled Veteran Business complaints by getting detailed information from the Program or Buyer and contacting the DGS Small Business/DVBE Advocate and/or escalating to the SSM II.  br
br br
PURCHASING SERVICES SECTION COMMUNICATION 
•
Meets routinely with the Section Manager to report on activities and issues. br
•
Report as needed or requested to the OBAS Chief, Section Team meeting or OBAS Management Team on highly important or sensitive issues related to PSS functions. br
br
DEPARTMENTAL ANNUAL REPORTING br
Compile and timely submit departmental annual contracting reports such as the Small Business/DVBE reports; Consulting report; State Agency Buy Recycled Campaign (SABRC), SB/DVBE Option and DVBE Incentive, Infrastructure Bond and Ethnicity, Race and Gender, Sexual Orientation  (ERGSO) to DGS Procurement Division. br br 
EMPLOYEE LEAVE ACCOUNTING  br
In order to maintain an accurate reporting to the State Controller’s Office (SCO) for issuance of correct payroll warrants of subordinate staff’s time or accurate reporting to the Office of Fiscal Services (OFS) for the billing of services for clients through the use of the Project Accounting & Leave (PAL) system in accordance with DGS policies and guidelines, MOU provision and State Personnel Board or Department of Personnel Administration laws and rules, and effectively manages and directs subordinate staff in accordance with established Equal Employment Opportunity and personnel policies, rules and regulations: br
•
Grants or denies subordinate staff request for time off or requests to work overtime.  br
•
Ensures subordinate staff has sufficient leave credits available for the requested leave.  br
•
Oversees supervisors who enter subordinates time in PAL system, i.e., time charged to projects, leave usage, approved leave without pay (dock or NDI), Absence without Leave (AWOL), etc. br
•
Approves PAL entries for subordinate staff on dock or AWOL on or before the designated SCO’s semi-monthly or monthly payroll cut-off date in order to ensure issuance of a SCO warrant for pay day. br  

br
ADMINISTRATOR FOR ePROCUREMENT, ABMS, and/or FI$CAL br
Assist in the registration to the eProcurement system through Bidsync.  Facilitate the set up and submission of registration forms to the eProcurement State Administrators and assist with user updates and changes to user permissions, registration and/or passwords.   Have a thorough knowledge and understanding of procurement programs in order to train all DGS staff on the use of the ABMS/Fi$cal procurement modules.  Ensure all reports are running properly by working with ETS/Fi$cal technical staff.  br
br
KNOWLEDGE AND ABILITIES br
Knowledge of: Principles, practices, and trends of public and business administration, including management and supportive staff services such as budget, personnel, management analysis, planning, program evaluation, or related areas; principles and practices of employee supervision, development, and training; program management; formal and informal aspects of the legislative process; the administration and department's goals and policies; governmental functions and organization at the State and local level; department's Affirmative Action Program objectives; and a manager's role in the Affirmative Action Program and the processes available to meet affirmative action objectives. 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; review and edit written reports, utilize interdisciplinary teams effectively in the conduct of studies; manage a complex Staff Services program; establish and maintain project priorities; develop and effectively utilize all available resources; and effectively contribute to the department's affirmative action objectives. br
 br
DESIRABLE QUALIFICATIONS br
· Strong computer spreadsheet skills

· Knowledgeable of the SCM Volume 2 br
· Ability to communicate effectively and diplomatically with staff at all levels in a fast paced work environment br
· Good organization skills br
· Strong analytical and problem solving skills br
br
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES br
· Appropriate attire for professional office environment br
· Multi-task, meet deadlines, and adjust to changing priorities br
· Work under pressure and meet tight deadlines br
· Function effectively in an automated environment br
· Daily use of personal computer and related software applications at a workstation br
· Daily use of office machinery (fax, copier, etc.) br
· Work overtime as required br
· Occasional statewide travel for walk-throughs and training br
· Pull, bend and lift in order to move plans and specifications weighing approximately 10 pounds to 40 pounds br



