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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

008476 - BPM
ANALYST’S INITIALS

SM
DATE

5/14/14


	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

308-100-4800-003
	TENURE

Permanent
	TIME BASE

Full Time
	CBID

S01

	OFFICE OF

Building and Property Management Branch
	LOCATION OF POSITION (CITY or COUNTY)

1304 O Street, Sacramento
	MONTHLY SALARY

$ 5,079
to

$ 6,311


	SEND APPLICATION TO:
Department of General Services
Building and Property Management Branch
707-3rd Street, Suite 5-305
West Sacramento, CA  95605
Attn:  Linda McGuire
	REPORTING LOCATION OF POSITION

BPM HQ – 1304 O Street
	

	
	SHIFT AND WORKING HOURS

Days – 8:00 am – 5:00 pm
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

Monday – Friday,  DAYS OFF:  Sat/Sun
	

	
	PUBLIC PHONE NUMBER

(916)  376-1843
	PUBLIC PHONE NUMBER


	

	
	SUPERVISED BY AND CLASS TITLE

BPM Branch Chief
	FILE BY

5/23/2014


	<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>

<b> * * * PLEASE INDICATE RPA 8476 - BPM ON YOUR APPLICATION * * * </b><br>
<br>

SELECTION CRITERIA <br>
· SROA/Surplus/Re-employment employment employees are encouraged to apply. <br>
· Transfer, 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’s employment list. <br>
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. <br>
<br>
This position is designated under the Conflict of Interest Code.  The position is responsible for making, or participating in the making, of governmental decisions that may potentially have a material effect on personal financial interests.  The appointee is required to complete form 700 within 30 days of appointment and annually thereafter.  Failure to comply with the Conflict of Interest Code requirements may void the appointment. <br>
<br>

All work is performed in accordance with the principles and guidelines of the DGS and SAM Manuals, the Department of Finance (DOF) Budget Letters, the Governor’s Executive Orders, the Public Contract Code, the RESD and BPM strategic plans, guidance of the BPM headquarters management, the DGS’ Office of Fiscal Services, Office of Human Resources. <br>
<br>

The BPM provides maintenance and operations services to over 22 million square feet of office space, statewide from Redding to San Diego.  The BPM has approximately 1,587 employees and a budget of approximately $353 million, which includes an annual Special Repair Budget of $10 million, additional Special Repair Projects in the Architecture Revolving Fund (ARF) of $30 million, other agency projects of $15 million, and Professional Services/Project Management Branch projects of over $30 million.  Each of the 60 management units within the 8 regions has a separate operating and building budget.  The SSM I  has the following responsibilities: funding source; Capitol budgeting and reporting requirements; security contracts; fiscal analysis and report preparation; Capital Outlay BCP’s; financial plan preparation and new cost proposals; ABMS Specialist; reporting fiscal impact of new legislation; maintaining historical building documentation; and preparing the annual Special Repair Budget. <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

308-100-4800-003
	RPA NUMBER

8476 - BPM 
	FILE BY


5/23/2014

	<br>
Under the general direction of the CEA Level B, BPM Chief of the Building and Property Management Branch (BPM), the Staff Services Manager I (SSMI) directs, monitors and reviews the work of analysts in the BPMs Fiscal/Special Repair unit and performs the most difficult or sensitive work. <br>
<br>
ESSENTIAL FUNCTIONS<br>
Financial and Fiscal<br>
In order to supervise BPMs Fiscal staff to ensure BPM’s financial obligations are met and ensure project funding is secured in a timely manner to meet timeframes and in compliance with requirements set forth in the Governor’s Budget, the DOF guidelines, DGS Budget Office direction, and the Legislature: <br>
· Directs and monitors staff in the process of providing accurate and on-going management unit expenditures and year-end projections to OFS regarding BPM’s planned expenditures and projected income by reviewing BPM’s income and expense summary, monthly budget reports, salary and wage projections, encumbrance and expenditure history reports, and preparing summary to be included in Department’s quarterly annual financial reports. <br>
· Provides instruction to staff in the development of building and expense reports in preparation of building budget expenditure projections based on historical and current expenditure patterns. <br>
· Oversee the Review of monthly income and expense statements and monthly budget reports for accuracy and identification of any discrepancies; resolves expenditure issues with OFS. <br>
· Direct and monitors staff in advising upper-level BPM management on the financial impact of reorganization proposals by identifying the loss of billable positions and impact to workload and cost recovery. <br>
· Direct staff in performing special projects and studies for BPM’s upper-level management to provide recommendations to resolve funding and staffing shortfalls by personally performing the research and preparing the recommendations. <br>
· Oversee staff in the Review and verification of funding for all service contracts for the Branch (STD. 215), ensuring proper coding to building and/or project, task, etc. <br>
· Oversee staff in the Preparation and/or reviews the Form 22, Public Works Project Authorization and Transfer Request, using the standard form and submitting to OFS. <br>
<br>
Accounting and Activity Management System (ABMS) Expertise <br>
In order to supervise staff who function as the technical experts in accounting and ABMS activities, and according to published DGS guidelines and BPM standards: <br>
· Oversee the coordination with staff and OFS to develop the year-end closing schedule to assure the programs meet the Department’s completion dates and that Management Units are completing their deliverables, i.e., analysis of encumbered contracts, billing for agency services, accruing for year-end costs through written information from OFS and ABMS document encumbrance reports. <br>
· Analyzes the need for new cost and revenue center codes for tracking expenses and income for the programs to assure BPM is meeting its budgeted revenue by reviewing current budget reports; examining building project detail; and interviewing building managers. <br>
· Develops new projects in ABMS as necessary through the ABMS Projects Module. <br>
· Develops new work breakdown structures to provide a more efficient coding structure (i.e. tasks, expenditure categories, expenditure types), using ABMS. <br>
· Develops reports to examine building costs in one region against another region, using stated applications and according to BPM standards. <br>
· Coordinates with Building Managers and staff to verify labor hours are approved by the third business day deadline, using the PAL application. <br>
· Develops edited reports using ABMS Browser to check for inaccurate data input, projects not generating revenue,

etc. <br>
· Develops written training guides for running various ABMS reports for building management information. <br>
· Trains Building Managers and staff on the use of building reports in ABMS. <br>
· Generates usages in ABMS for generating revenue and expenses for BPM. <br>
<br>
Financial Plan Preparation, Annual Budget Process and New Cost Proposals <br>
In order to supervise staff in the development of BPM’s financial plan and annual budget in accordance with In order to develop BPM’s financial plan and annual budget in accordance with DOF and DGS guidelines: <br>
· Directs staff in the preparation of BPM’s portion of the RESD Annual Financial/Business Plan by analyzing resource requirements, coordinating the gathering of supporting documents, advising management on the appropriate billable hours, realigning budgets based on past expenditures, making expenditure projections, developing out-of-state travel blanket requests, preparing major equipment justifications, reviewing and reporting consultant internal and external contract usage, developing BCPs, provisions, and other budget augmentation requests. <br>
· Authorizes and approves all BPM funding sources with unlimited dollar approval. <br>
· Allocates budget line items and transfers between line items to meet business operations. <br>
· Provides instruction to client agencies in developing cost proposals for operations, staffing, and maintenance, preparing funding BCPs, and coordinating with client agency and DOF to appropriate funding for facility operations using historical building staffing standards as a staffing measurement tool, and the following databases:  ABMS (Building Cost Reports), Maximo (preventative maintenance and tenant improvement charges), and the MARs (Maintenance and Repairs System) (to budget building remedial maintenance and special repairs). <br>
· Prepares the annual Special Repair Budget by assisting with and providing information for the development of special repair project approval criteria and budget process instructions, reviewing justifications and providing feedback and direction to Assistant Chiefs, Regional Managers and Building Managers. <br>
· Develops building budget allocations using planning estimates, prior year actual expenditures, and approved current year BCPs. <br>
· Communicate building budget allocations with Regional Managers through verbal and written information. <br>
· Provides recommendations to the Branch Chief on projects that should be included in the Special Repair Budget by reviewing the region’s justification, five year plan and project priority. <br>
· Analyzes fiscal impact by reviewing new legislation, Executive Orders and DOF Budget Letters to identify the impact on BPM’s current processes and procedures. <br>
· Identifies additional funding and staffing considerations and submits briefing documents to the Branch Chief and DGS Legislative Office to determine departmental support or opposition by using historical staffing standards, historic maintenance costs and employee interviews. <br>
· Reviews interagency agreements between BPM and client agencies for appropriate funding by identifying if proposed staffing and operating costs meet BPM and client agency’s agreed operations and maintenance needs. <br>
· Reviews interagency agreements for appropriate language to protect BPM from not meeting the client’s workload needs and to protect the state employees within the building by using historical staffing standards, historic maintenance costs, including cost of living increases, and reviewing prior agreements. <br>
<br>
Capitol Budgeting and Reporting Responsibilities <br>
In order to provide technical and analytical support regarding the State Capitol’s budgeting and reporting requirements, in accordance with the Public Contract Code, DOF and DGS guidelines: <br>
· Reviews all Interagency Agreements with the Senate and Assembly to ensure accuracy and compliance and to verify funding is available and correct funding source is identified. <br>
· Reviews and approves all 215s (Contract Summary). <br>
· Reviews monthly reports for accuracy and compliance prior to submitting to the Senate and Assembly. <br>
· Attends meetings as needed with the Deputy Executive Officers of the Senate Rules Committee. <br>
<br>
Security Contract Administration <br>
In order to administer and oversee BPM’s Security Contracts in accordance with the Public Contract Code, State Contracting Manual, SAM and DGS policies and procedures: <br>
· Oversees security contracts statewide and verifies availability of funding using ABMS and budget allotments. <br>
· Communicates verbally and/or in writing with contract unit to facilitate contract amendments. <br>
· Reviews for accuracy and compliance and approval all 215’s (Contract Summary). <br>
· Audits, on a monthly basis, security invoices by reviewing them against the actual contract; resolves discrepancies with the vendor. <br>
· Attends quarterly meetings with CHP and various state agencies. <br>
<br>
Supervisory Responsibilities <br>
In order to supervise staff in accordance with DPA and SPB laws and rules, Memoranda of Understanding, DGS policies and guidelines, and Worker’s Compensation and Cal-OSHA guidelines: <br>
· Monitors and evaluates performance using BPM appraisal forms, completed employee assignments, project tracking worksheets and discussions with employees; provides on-the-job training to employees using either a one-on-one approach or in group settings. <br>
· Prepares written performance evaluations using probationary reports and Individual Development Plans under established timelines. <br>
· Provides injured employee(s) with the Employee’s Claim For Worker’s Compensation Benefits (SCIF 3301) and completes the SCIF Occupational Injury Report (SCIF 3067). <br>
· Follows departmental Return to Work and Memoranda of Understanding guidelines for the purpose of returning employees to full duty. <br>
· Encourages staff participation in departmental training for upward mobility purposes. <br>
· Takes corrective action to improve performance following the Department’s Constructive Intervention process. <br>
<br>

In order to maintain an accurate reporting to the SCO for issuance of correct payroll warrants of subordinate staff’s time or accurate reporting to the 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 SPB and DPA laws and rules: <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 leave requested. <br>
· Approves PAL entries for subordinate staff on dock or AWOL on or before the designated SCO semi-monthly or monthly payroll cut-off date (to ensure the correct issuance of an SCO warrant for pay day). <br>
· Approves or disapproves PAL entries for subordinate staff within three working days after the completion of the pay period (to ensure the correct issuance of an SCO warrant that is returned to SCO for late dock, issuance of correct overtime pay due to an employee, and/or proper billing to clients for services rendered). <br>
<br>
Marginal Functions <br>
Provides backup supervisory support in the absence of other managers.  Represents BPM in meetings with DGS Office of Fiscal Services, various Real Estate Services Division (RESD) teams in areas of fiscal reports and billings, and ABMS teams.  Provide backup analytical support to Special Repairs funding activities.  Maintain historical building documentation for tracking, research and historical purposes. <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.  The Department’s Affirmative Action Program objectives; a manager’s role in the Affirmative Action Program and the processes available to meet objectives. <br>
<br>
Ability to:  Reason logically and creatively ad 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>
SPECIAL PERSONAL REQUIREMENT<br>
· Demonstrated ability to act independently, open-mindedness, flexibility, and tact. <br>
<br>
DESIRABLE QUALIFICATIONS <br>
· Experience in supervising or acting in a lead capacity for a small unit. <br>
· Technical expert experience in developing annual financial plans and various budget documents. <br>
· Technical expert experience in all accounting processes within DGS. <br>
· Experience in writing budget change proposals. <br>
· A working knowledge of spreadsheets and relational databases. <br>
· Demonstrated technical expert knowledge of Microsoft applications such as Microsoft Project, ABMS General Ledger, and other ABMS modules. <br>
· Specialized knowledge of Project Accounting principles and practices. <br>
· Specialized knowledge of ABMS Projects Module including work breakdown structures and developing new project templates. <br>
· Specialized knowledge of Capital Outlay and Special Repair Project Budgeting. <br>
· Knowledge in the use of Microsoft applications such as Microsoft Word, Excel, Access, Maximo and other facility renewal databases. <br>
· Experience in legislative bill analysis. <br>
<br>
SPECIAL PERSONAL CHARACTERISTICS <br>
· Familiarity and sensitivity to the priorities, missions and goals of the Administration, Department, and the Division. <br>
· Recognize and appropriately advise all levels of BPM and DGS upper management of potentially sensitive fiscal and financial issues. <br>
· Evaluate and develop alternatives to resolve complex managerial problems with the highest level of interpersonal skills and using expert knowledge. <br>
· Knowledge of building operations and maintenance. <br>
· Ability to organize, set priorities, and work independently with minimum supervision. <br>
· Ability to work under stressful conditions and make difficult decisions. <br>
· Ability to work closely with Project and Building Managers in reporting project funding. <br>
· Ability to work closely with DGS Accounting to track funding. <br>
· Ability to track project costs and report to management as needed. <br>
<br>
INTERPERSONAL SKILLS <br>
· Work well independently or as part of a team. <br>
· Mature judgment, loyalty, and discretion. <br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES <br>
· Communicate confidently and courteously in a diverse community. <br>
· Formal presentations, both written and verbal, communicated clearly and concisely. <br>
· Appropriate business attire for professional office and construction environments. <br>
· Multiple tasks with changing priorities. <br>
· Meet critical deadlines. <br>
· Work under stressful conditions. <br>
· Travel statewide as necessary by airplane or vehicle to address program and project issues. <br>


