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	EMPLOYMENT
       OPPORTUNITY
	1.  RPA #
[bookmark: Text25][bookmark: Text85]008547 –OSP
13/14 FY
ANALYST’S INITIALS
[bookmark: Text30]NSW
DATE
[bookmark: Text31]05/23/14


	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]Staff Services Manager I      
	POSITION NUMBER
[bookmark: Text83][bookmark: Text19][bookmark: Text20][bookmark: Text21]307-162-4800-XXX
	TENURE
[bookmark: Dropdown1][bookmark: Text22]      
	TIME BASE
[bookmark: Dropdown4][bookmark: Text24]      
	CBID
[bookmark: Text6]S01

	OFFICE OF
[bookmark: Text88]State Publishing
	LOCATION OF POSITION (CITY or COUNTY)
[bookmark: Text71]Sacramento
	 SALARY
$ 5,079.00
TO
$ 6,311.00
     

	SEND APPLICATION TO:
[bookmark: Text87]Office of State Publishing
[bookmark: Text86]Administration Unit
344 No. 7th Street
[bookmark: Text35]Sacramento, CA  95811
[bookmark: Text32]Attn:  	Danielle Mahood
	RPA #008547-OSP
	REPORTING LOCATION OF POSITION
[bookmark: Text81]Admin - 344 No. 7th Street, Sacto, CA 95811
	

	
	SHIFT AND WORKING HOURS
 - 8:00 AM to 5:00 PM
	

	
	WORKING DAYS, SCHEDULED DAYS OFF
[bookmark: Text78][bookmark: Text79][bookmark: Text80]MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER
(916)  323-0309
	PUBLIC PHONE NUMBER
(   )     -    
	POST & BID FILE BY: 
not applicable

	
	SUPERVISED BY AND CLASS TITLE
[bookmark: Text82]Danielle Mahood, Staff Services Manager II
	FILE BY
06/03/14



	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. Failure to comply with the Conflict of Interest Code requirements may void the appointment.<br>
<br>
Please reference RPA #008547-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 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 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>
Reporting directly to the Administration Manager (SSM II), the Staff Services Manager I (S) will oversee and is responsible for the day-to-day operations related to OSP’s Budget, Accounting, and Logic Print Management System.  OSP’s has a very complex budget and accounting requirements as we are the only manufacturing organization within DGS as well as the State of California. Additionally, OSP has an operating budget of over $60 million, and is the second largest printing plant in the nation. 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’s (OSP) Procurement Policy Manual and the following published directives with the State statutory, regulatory, policy and procedural requirements; State Administrative Manual, Accounting Regulations and all management and supervisory policies and procedures. <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
307-162-4800-XXXX
	RPA NUMBER
008547-OSP
13/14 FY 
	FILE BY
	06/03/14

	[bookmark: _GoBack]ESSENTIAL FUNCTIONS><br>
In order to ensure OSP’s financial health, the SSM I will direct the day-to-day functions of the Budget and Accounting Unit to accurately and timely complete all scheduled activities according to established OFS’ and OSP timelines. The SSM I, using leadership skills in accordance with applicable laws, regulations, and policies, coordinates staff in the completion of all fiscal and accounting activities by:<br>
· Leading in the development and monitoring of the annual financial budget (revenue and expenditures) through the use and analysis of various Activity Based Management System (ABMS) reports, EFI Logic reports, income and expense/forecaster reports, contact with DGS staff, and research and analysis of historical information. <br> 
· Coordinating OSP’s efforts in the review, development, and updates to the Office of Fiscal Services (OFS) monthly financial forecasters using current and historical financial information and reports. <br>
· Analyzing billable hour data and developing rates for the different cost centers to support and recover the extensive operating budget.<br>
· Monitoring income and expenses through monthly budget and accounting reports in order to develop strategies to meet OSP’s strategic goals and objectives.<br>
· Providing bi-weekly written and/or verbal reports on OSP’s financial status for dissemination to the State Printer, OSP’s Leadership and Executive Team to keep management abreast of OSP’s current financials. <br>
· Coordinating and performing routine budget reviews with each OSP individual program.<br>
· Making recommendations and developing written reports and analysis on methods to improve the financial status of OSP.<br>
<br>
In order to supervise the day-to-day functions of all OSP’s accounting operations, the SSM I ensures:<br>
· Billing is received timely from the Customer Service Unit and is processed and distributed/accurately accounted for and posted to the appropriate cost center(s). <br>
· Deposits and credit card payments are processed timely according to OFS’ Fiscal Services Directives. <br>
· Accounting related issues related to billing, coding, reporting, Cost of Goods Sold (COGS), inventory reconciliation, etc. are addressed through completion. <br>
· Expenditures are coded accurately on all purchase documents and match to what is posting on expense reports.   
· All routine OFS activities, such as: bi-annual equipment inventory reporting, year-end deadlines, etc. are completed according to schedule.<br>
· Property records are properly maintained by the OSP Property Custodian. <br>
· All OSP purchase requests are logged, accounted for, complete and accurate before submission to the Office of Business and Acquisition Services (OBAS).<br>
· Accurate reconciliation of Equipment Maintenance Management Program (EMMP) premium invoices for all office equipment including but not limited to copiers, fax machines and network printers.<br>
<br>
Oversees the day-to-day functions of the EFI Logic Print Management System by ensuring:<br>
· All data collection boxes, hardware, and software is functioning as required in order maintain the continuity of data collection by working with EFI and DGS IT staff.  <br>
· Data is reconciled to determine any issues with operator or system errors.  <br>
· End users are properly trained on the use of the system and software.<br>
· Billing and reports are generated and submitted to OFS according to schedule.<br>
· Reports are created and processed timely when requested by OSP management and staff.  <br>
· EFI service and maintenance, upgrade, and new purchases are identified and completed timely. <br>
<br>
In order to perform the full range of supervisory duties including selecting, training, developing, evaluating and documenting the discipline of subordinate staff following all appropriate laws, rules, policy and provisions:<br>
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 and Leave (PAL) system in accordance with DGS policies and guidelines, Memorandum of Understanding (MOU) provisions and the State Personnel Board (SPB) or Department of Personnel Administration (DPA) laws and rules.<br>
· Grant or deny subordinate staff requests for time off or requests to work overtime by reviewing the request.<br>
· Ensure subordinate staff has sufficient leave credits available for the leave requested by visual or verbal review.<br>
· Approve PAL entries, electronically, 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 a SCO warrant on pay day.<br>
· Approve or disapprove PAL entries, electronically, for subordinate staff within three working days after the completion of the pay period.  This is to ensure the correct issuance of a SCO warrant that is returned to SCO for late dock, and the issuance of correct overtime pay due to an employee and proper billing to clients for services rendered. <br>
<br>
· Provide training to ensure staff is successful in job performance and is knowledgeable in processes and procedures.
· Mentor and counsel staff on performance issues.  
· Document employee performance and prepare probation reports and Individual Development Plan.  <br>
<br>
MARGINAL FUNCTIONS<br>
· Assists with the preparation of Budget Change Proposals, out-of-state travel justifications, and responses to Department of Finance and Legislative requests for information by processing electronic documents. <br>
· Assists with training OSP staff on Budget and Accounting processes.  <br>
· Assists with miscellaneous projects for OSP at the direction of upper management.  <br> 
<br>
Overtime may be required due to job requirements such as but not limited to administrative support and office management needs.<br>
<br>
KNOWLEDGE AND ABILITIES<br>
Knowledge of:  <br>
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 Equal Employment Opportunity objectives; and a manager’s role in the Equal Employment Opportunity Program and the processes available to meet equal employment opportunity objectives.<br>
<br>
Ability to:<br>  
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 equal employment objectives.<br>
<br>
SPECIAL PERSONAL REQUIREMENTS  <br> 
· Demonstrated ability to act independently, open-mindedness, flexibility and tact. <br>
<br>
DESIRABLE QUALIFICATIONS<br>
Special Personal Characteristics<br>
· Work extra hours as needed to meet critical work deadlines.<br>
<br>
Interpersonal Skills<br>
· Exceptional communications skills both oral and written.<br>
· Interact effectively with co-workers, legislators, their staff and the public.<br>
· Promote teamwork and be proficient as a team member with all OSP units.<br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES<br>
Work Expectations:<br>
· Accountable for providing quality service; and responsive in meeting the needs of the OSP.<br>
· Set a good example by arriving to work on-time, and by being accountable for working a full 8-hour work day.<br>
· Arrive to scheduled meetings on-time.<br>
· Attend meetings fully prepared, including copies of handouts for distribution.<br>
· Be an effective listener to employees; be responsive to the needs of the OSP sections.<br>
· Supportive of others and promote their personal growth.<br>
· Appropriate dress according to office environment.<br>
<br>
Physical Abilities:<br>
· Frequent use of a personal computer with basic applications, i.e. Word, e-mail and Excel, and telephone at a workstation.<br>
· Work environment involves minimal exposure to unusual elements such as dust, fumes, noise and unpleasant odors.<br>

Mental Abilities:<br>
· Must maintain control over temper and attitude.<br>
· Work well under pressure, requiring the ability to handle stress and deadlines.<br>
<br>
Safety<br>
· Follow all OSP safety rules and procedures:<br>  
· Support the actions of the OSP Safety Coordinator and require accountability of OSP supervisors for health and safety in their respective work areas.<br>
· Promote safe work practices by all employees.<br>
· Promote a safe working environment for all employees.<br>
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