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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

8496 - OBAS
ANALYST’S INITIALS

LEW 
DATE
 6/4/14


	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

Office Technician (G)
	POSITION NUMBER

 306-030-1138-985

	TENURE

Permanent
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R04

	OFFICE OF

OBAS – Business Services Section 
	LOCATION OF POSITION (CITY or COUNTY)

                          SACRAMENTO
	 FORMDROPDOWN 
 SALARY

OT (G)
$2,638 - $3,305


	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 Basement, West Sacramento

	

	
	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
  Brad Morgan
	6/16/14

	<strong> Please indicate RPA number 8496 on your state application </strong> <br>
The Department of General Services’ (DGS) Core Values and Employee Expectations are keys 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
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>
DUTIES<br> 

<br> 

ESSENTIAL FUNCTIONS

br
To ensure the proper policies and procedures are being followed, the following work will be performed in accordance with the Department of General Services (DGS), Administration Division (AD), Office of Business and Acquisition Services’ (OBAS), Business Services Section (BSS) utilizing departmental manuals, policies, procedures, Management Memos, Administrative Orders, and office procedures using Microsoft Applications.

br
<br>
<br>
<br> 
<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

Office Technician (G)
	POSITION NUMBER

 306-030-1138-985
	RPA NUMBER

8496 - OBAS
	FILE BY


 6/16/14

	ESSENTIAL FUNCTIONS, continued br
<br>
<br>
MANAGE BATTERY AND TONER RECYCLING PROGRAMS br
In order to ensure the batteries and toners are recycled in the proper manner, the incumbent will: br
Batteries: br
· Provide bins for battery collection at the Zig br
· Identify when bins are full br
· Handle batteries safely br
· Prepare bucket for pick up by UPS br
· Act as liaison between vendor and Zig br
· Maintain documents for reporting purposes br
br
Toners: br
· Collect toner cartridges from offices within the zig br
· Store cartridges on pallet br 
· Contact vendor once the pallet is full br
· Act as liaison between vendor and Zig br
· Maintain documents for reporting purposes br
 br
LIAISON FOR OBAS EQUIPMENT br
In order to maintain equipment for OBAS, the incumbent will: br
· Identify all equipment in OBAS br
· ensure EMMP is current and updated br
· Maintain EMMP by adding deleting as necessary br
· Review policy to ensure timely renewal br
· Facilitate resolution of all repair issues with REMI br
· Provide communication to the program  br
br
REQUISITIONER FOR THE EXECUTIVE OFFICE, ADMINISTRATION DIVISION AND OBAS br
In order for supplies and equipment to be ordered, the incumbent will: br
· Identify need and separate IT from Non-IT br
· If IT: br
· Create DMC and justification br
· Obtain all proper IT approvals br
· Submit to ETS br
· If Non-IT: br
· Identify necessity of item(s) br
· Decipher requirements to ensure department is not over purchasing br
· Obtain all required approvals  br
· Receive goods (or services) and ensure the program gets items requested br
· Provide GS-6 (if necessary) br
 br
BACK UP TO REPRODUCTION SPECIALIST br
In order for the reproduction specialist to complete jobs, the incumbent will assist with the following tasks: br
· Train on how to properly run the Nuvera and WorkCentre printers br
· Learn proper use of paper stocks and tab stocks br
· Identity print orders and be able to: br
· Collating br
· Stapling br
· Assembling training binders br
· Creating spiral bound booklets br
· Other assembly and finishing as needed br
ESSENTIAL FUNCTIONS, continued

Br br
br
PROVIDE MAIL OPERATION CENTER (MOC) SUPPORT br
In order for the Mail Room to run efficiently and effectively, as support the incumbent will: br
· Interact with customers at the public counter br
· Identify the needs of the customer and respond appropriately br
· Mail sorting (incoming and outgoing) br
· Shipping (incoming and outgoing) 
br
ASSIST MOC LEAD WITH IT TAGGING br
In order to efficiently identify and tag IT equipment, as assistant to MOC  the incumbent will: br
· Identify incoming IT packages br
· Match IT equipment  to purchase document br
· Place tag on equipment br 
· Fill out the proper paperwork (GS-6, etc.) br
br
MARGINAL FUNCTIONS br
In order to provide effective and efficient customer service for the Business Services Section, on an as needed basis,  the incumbent will: br
· Assist clients at the customer services counter br
· Assist mail room employees as back up for most functions br
 br


KNOWLEDGE AND ABILITIES  br
Knowledge of: Modern office methods, supplies and equipment; business English and correspondence; principles of effective training. br
 br
Ability to: Perform difficult clerical work, including ability to spell correctly; use good English; make arithmetical computations; operate various office machines; follow oral and written directions; evaluate situations accurately and take effective action; read and write English at a level required for successful job performance; make clear and comprehensive reports and keep difficult records; meet and deal tactfully with the public; apply specific laws, rules and office policies and procedures; prepare correspondence independently utilizing a wide knowledge of vocabulary, grammar and spelling; communicate effectively; provide functional guidance. br
br
DESIRABLE QUALIFICATIONS: br
Strong computer skills in Access, Excel and Word br
Ability to maintain multiple data bases and prepare reports br
Ability to communicate effectively and diplomatically with staff at all levels in a fast-paced work environment br
Good organizational skills br
Prompt and dependable br
Strong analytical and problem solving skills br
Customer Service Oriented br
Willingness to learn br
Willingness to and ability to accept increasing responsibility br
Ability to get along with others and work in a team environment br
br
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES: br
Ability to work in a professional office environment 
Daily use of a personal computer and related applications and peripherals at a workstation br
Use of phone, fax, copiers and general office equipment  br
Ability to stand, walk, lift up to 25 pounds br



