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	EMPLOYMENT
       OPPORTUNITY
	1.  RPA #
[bookmark: Text25][bookmark: _GoBack][bookmark: Text85]008314 –OSP 13/14 FY 
ANALYST’S INITIALS
[bookmark: Text30]NSW
DATE
[bookmark: Text31]04/28/14


	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]Heavy Truck Driver      
	POSITION NUMBER
[bookmark: Text83][bookmark: Text19][bookmark: Text20][bookmark: Text21]307-801-6378-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
$3,186.00
TO
$3,672.00
     

	SEND APPLICATION TO:
[bookmark: Text87]Office of State Publishing
[bookmark: Text86]344 North 7th Street
Sacramento, CA 95811
[bookmark: Text35]     
[bookmark: Text32]Attn:  	Steven Lewis
	RPA #008314-OSP
	REPORTING LOCATION OF POSITION
[bookmark: Text81]344 North 7th Street, Sacramento, CA 95811
	

	
	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)  375-7427
	PUBLIC PHONE NUMBER
(   )     -    
	POST & BID FILE BY: 
05/05/14

	
	SUPERVISED BY AND CLASS TITLE
[bookmark: Text82]Steven Lewis, Warehouse Manager I
	FILE BY
05/05/14



	Please reference RPA #008314-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>
· 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 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>
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>
DUTIES<br>
Under supervision of the Material & Stores Supervisor the Heavy Truck Driver will operate heavy compound transmission motor truck tractors or trucks with semi-trailer or trailer equipment.  Hauls and delivers material to various destinations throughout the greater Sacramento area and to neighboring cities.<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, policies and procedures.<br>  
<br>
ESSENTIAL FUNCTIONS<br>
In order to load and unload trucks for the delivery of materials, supplies, and equipment following established procedures:<br> 
· Use a variety of powered and hand-operated/material-handling equipment such as forklifts, hand trucks and pallet jacks.<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 
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Heavy Truck Driver
	POSITION NUMBER
307-801-6378-XXX
	RPA NUMBER
008314-OSP
13/14 FY
	FILE BY
	05/05/14

	· Operate material handling equipment, both motorized and manual, plus other handling aids such as dock boards, “T” bars, truck lift gates, etc.<br>
· Hand operated equipment may be used in pushing and pulling loads weighing upwards of 2,500 pounds during loading and/or unloading process.<br>
· When assigned to the Legislative Bill Service delivery truck, driver will be required to push and pull 800 pound wheeled delivery carts up and down ramps into and out of the truck.<br>
· Check loads to ensure they are secured properly and marked or accompanied with proper paper work for delivery.  Obtain legible signature at time of delivery.<br>  
· Complete all required record keeping documents.<br>
<br>
In order to prepare printed material for shipping complying with OSP procedures: <br>
· Wrap, palletize, label, band, strap and package using warehouse equipment as needed.<br>
· Facilitate the shipping and customer receiving process by producing bills of lading and packing slips.<br>
<br>
In order to provide expedient delivery service as required by office policy:<br>
· Drive a heavy truck tractor with 80,000 gross vehicle weight with 15 speed manual transmission.<br>
· Ability to read and understand customer pickup and delivery receipts of various types.<br>
· Make multiple deliveries daily by truck to various state agencies and/or to private companies throughout the greater Sacramento area.  May be required to make special deliveries to other than local points.<br>
· May be required to make inside deliveries in small quantities that are less than a truck load. <br>
· Required to drive other vehicles such as mini vans, and small trucks with lift gates.<br>
· Maintain cellular telephone/radio for communication purposes to and from supervisor. <br>
<br>
In order to perform routine preventive maintenance procedures to assigned vehicles as required by OSP policy and procedures:<br> 
· Maintain the vehicle by checking the oil, water, fuel and tires daily.  <br>
· Add appropriate fluids and grease as needed.<br>
· Perform related vehicle security and safety inspections.<br>
· Make emergency repairs/adjustments as needed.<br>
· Contact supervisor of abnormal condition(s) that exist concerning the truck that requires immediate attention by cell/phone or radio.<br>
· Drive defensively by observing all regulations that govern safe driving.<br>
<br>
In order to support the Warehouse Unit, when required, will dump trash and recycle bins following OSP’s Operations Manual:<br>
· Drive the forklift in and around the warehouse, bindery and pressroom.<br>
· Do inventories, count pallets, roll stock, flat stock, cartons and other materials used in the printing industry.  All pallets and skids emptied, upon loading or returned will be stacked for disposition and reuse.<br>  
<br>
MARGINAL FUNCTIONS<br>
Follow OSP procedures in order to perform the listed duties when required;<br>
· Attend safety meetings.<br>
· Clean loading dock area and floors in warehouse.<br>
· Enter personal attendance into PAL system.<br>
<br>
KNOWLEDGE AND ABILITIES<br>
Knowledge of: <br>
Operation and servicing requirements of heavy motor truck tractor with semi-trailer or heavy motor truck and trailer equipment using compound transmissions; provisions of the California Vehicle Code applying to the operation of vehicles on the highway.  <br>
<br>
Ability to:<br> 
Recognize and take necessary precautions against hazardous driving conditions; drive in a smooth, careful, and safe manner; detect motor trouble and to take prompt precautions to avoid breakdowns and damage to trucks and cargo; make adjustments and emergency repairs to equipment operated; properly load and unload equipment and when necessary to direct helpers; follow oral and written directions; keep necessary records and make reports.<br>
<br>
SPECIAL PERSONAL CHARACTERISTIC<br>
· Willingness and ability to do heavy manual labor.<br>
<br>
DESIRABLE QUALIFICATIONS<br>
Special Personal Characteristics<br>
· Driver must obtain, maintain and use a valid Commercial Driver’s License; Class “A”, with air brakes and possesses a clear driving record.<br>
· The ability to work overtime.<br>
<br>
Interpersonal Skills<br>
· Able to work well with co-workers, and maintain good customer and employee relations.<br>
· Ability to work alone or with little supervision.<br>
· Understand and follow DGS, OSP rules, policies and procedures at all times.<br>
· Ability to take and follow directions immediately from supervisor.<br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES<br>
Work Expectations:<br>
· Must follow safe driving practices and rules at all times.<br>
· Must report any accident or driving situation to supervisor immediately.<br>
· Good punctuality and attendance.<br>
· Able to apply tact and even temperament.<br>
· Keeps simple maintenance records for the equipment.<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>
· Ability to work outdoors in all weather conditions.<br>
· Ability to work in a warehouse with a dusty and noisy environment.<br>
· Have full range of motion for arms and hands and be able to reach above head.<br>
· Required stooping and bending when loading and unloading freight.<br>
· Must be able to push, pull loads with manual equipment upwards up to 2500 pounds when loading and unloading trucks.<br>
· Good physical condition and the ability to exert up to 75 pounds of force frequently to move objects.<br>
<br>
Safety:<br>
Follow all OSP safety rules and procedures:<br>
Promote safe work practices by all employees.<br>
Promote a safe working environment for all employees.<br>
· Incumbent will follow HAZMAT/Volatile Organic Compounds guidelines in order to comply with Graphic Arts Rule 450 documentation.<br>
· Do not attempt to operate equipment, use a tool or materials until you have been trained and authorized.  Do not 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.  Make sure you know how to properly use and take care of any required protective equipment.  Make sure you use your equipment when it is required.<br>
· Keep your work area organized and as clean as possible maintaining good housekeeping procedures at all times.<br>
· If you see a safety hazard, inform your co-workers, and notify your supervisor immediately.  “Close calls” or “near misses” will be reported to your supervisor; close calls and near misses are accidents that almost injure someone including you.<br>
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