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	EMPLOYMENT
       OPPORTUNITY
	1.  RPA #
[bookmark: Text25][bookmark: _GoBack][bookmark: Text85]008473 -13/14 FY
ANALYST’S INITIALS
[bookmark: Text30]NSW
DATE
[bookmark: Text31]05/12/14


	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]Interagency Messenger      
	POSITION NUMBER
[bookmark: Text83][bookmark: Text19][bookmark: Text20][bookmark: Text21]307-164-1697-001
	TENURE
[bookmark: Dropdown1][bookmark: Text22]      
	TIME BASE
[bookmark: Dropdown4][bookmark: Text24]      
	CBID
[bookmark: Text6]R04

	OFFICE OF
[bookmark: Text88]State Publishing
	LOCATION OF POSITION (CITY or COUNTY)
[bookmark: Text71]Sacramento
	 SALARY
$2,280.00
TO
$2,853.00
     

	SEND APPLICATION TO:
[bookmark: Text87]Office of State Publishing
[bookmark: Text86]Interagency Mail 
344 No. 7th Street
[bookmark: Text35]Sacramento, CA 95811
[bookmark: Text32]Attn:  	Ruben Dominguez
	RPA #008473-OSP
	REPORTING LOCATION OF POSITION
[bookmark: Text81]Interagency Mail - 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)  327-5203
	PUBLIC PHONE NUMBER
(   )     -    
	POST & BID FILE BY: 
not applicable

	
	SUPERVISED BY AND CLASS TITLE
[bookmark: Text82]Ruben Dominguez, Office Services Supervisor II
	FILE BY
05/19/14



	Please reference RPA #008473-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>
REQUIRED QUALIFICATIONS: <br>  
· A LiveScan fingerprint check is required in order to work at this location. <br> 
· This position requires that the successful candidate take and pass a physical examination with a physical capacity lifting test. <br> 
· Candidate must possess and maintain a valid class “C” license for operation of any two-axle single-motor vehicle.<br>
<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>
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>
Under supervision of an Office Services Supervisor II, incumbent sorts, loads, pick up and delivers Interagency Mail and freight while operating a State vehicle throughout the greater Sacramento area.<br>
<br>
Provide messenger pickup and delivery service to client offices at various locations according to established and scheduled routes: <br>
· Drive state vehicles on assigned routes to designated locations. <br>  
· Load and unload mail from delivery vehicles by hand.<br>
· May be required to use a unit cell phone to send and receive calls from clients and unit supervisor.<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
Interagency Messenger
	POSITION NUMBER
307-164-1697-001
	RPA NUMBER
008473-OSP 13/14 FY 
	FILE BY
	05/19/14

	Essential Functions (continued)
<br>
Sort mail into assigned bins, sort freight by hand to assigned routes followed by packing mail and freight into delivery bags and boxes in order to provide an expedient delivery complying with OSP procedures.<br>
<br>
In order to process daily deliveries, incumbent will check delivery items to be correctly marked for delivery with accompanying paper work, if required, following established procedures: <br>
· Required to carry by hand, or with the use of a handcart, mail and supplies from the messenger vehicle to and from the customers’ offices.<br> 
· Ensure that all materials being carried in the messenger vehicle are properly and safely secured.<br> 
<br>
Perform required duties such as deliver/pickup “special” services other than daily/routine schedules, as needed to ensure the completion of the unit’s mission.<br>
<br>
In order to maintain the vehicle(s) in a clean and good running condition at all times supporting the unit’s commitment to quality service: <br>
· Perform minor, preventative maintenance on vehicles such as checking water, oil, gas levels, checking air pressure in tires and adding fluids when required.<br>  
· Required to change flat tires when necessary.<br>  
· Inform unit supervisor of (all) safety problems involving vehicle operation.<br>
<br>
MARGINAL FUNCTIONS<br>
<br>
In order to support the Unit following OSP and office procedures: <br>
· Attend safety meetings.<br>
· Complete State Records Center receipts and all record keeping documents.<br>
· Help keep unit clean and neat by emptying trash.<br>
· Enter personal attendance into the Project Accounting & Leave (PAL) system.<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 obligation during peak period work loads.<br>
<br>
KNOWLEDGE AND ABILITIES<br>
Knowledge of: <br>  
Loading and unloading vehicles correctly and safely; operating and servicing passenger vehicles and small vans in inclement weather.<br>
<br>
Ability to: <br> 
Change flat tires; read and write sufficiently to sort and log mail; learn and follow established vehicle routes; follow instructions.<br>
<br>
SPECIAL PERSONAL CHARACTERISTICS<br>
· Satisfactory driving record.<br>
· Physical strength, stamina, interest in performing physical labor.<br>
· Capacity to lift and carry weights of at least 52 pounds.<br> 
<br>
DESIRABLE QUALIFICATIONS<br>
Special Personal Characteristics<br>
· Driver will maintain a valid class “C” license for operation of any two-axle single-motor vehicle.<br>
· The ability to work overtime.<br>
<br>
Interpersonal Skills<br>
· Ability to work alone or with little supervision; maintain good customer and employee relations.<br>
· Ability to work well in a team environment.<br> 
· Ability to take and follow directions from supervisor.<br> 
· Understand and follow DGS, OSP rules, policies and procedures at all time.<br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES<br>
Work Expectations: <br>
· Good punctuality and attendance.<br>
· Ability to work in a warehouse environment, exposure to hot, cold, wet or windy conditions caused by the weather.<br>
· Ability to follow a required delivery schedule.<br>
· Apply tact and even temperament to maintain good customer and employee relations.<br>
· Stay alert when driving.<br>
· Must report any accident or driving situation to supervisor immediately.<br>
<br>
Physical Abilities: <br>
· Ability to work outdoors in all weather conditions.<br>
· Ability to work in dusty and noisy environment.<br>
· Have full range of motion for arms and hands and able to reach above the head.<br>
· Required stooping and bending when loading, delivering and picking up mail while applying safe and proper lifting techniques.<br>
· Push, pull and carry exerting up to 52 pounds of force frequently to move items.<br>
· Ability to stand and walk when not driving.<br>
<br>
Mental Abilities: <br>
· Must follow safe driving practices and rules at all times.<br>
<br>
Safety: <br>
All messenger staff must follow all safety rules and procedures: <br> 
· Promote safe work practices by all employees.  Promote a safe work environment for all employees.<br>
· Must report any accident or situation to the supervisor immediately. <br>
· Do not attempt to operate equipment, use a tool or materials until you have been trained and authorized.<br>
· 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.
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