	[bookmark: _GoBack][image: main_hires]
	EMPLOYMENT
       OPPORTUNITY
	1.  RPA #
[bookmark: Text25][bookmark: Text85]008552 –OSP 13/14 FY 
ANALYST’S INITIALS
NSW
DATE
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]Office Services Supervisor II (GENERAL)      
	POSITION NUMBER
[bookmark: Text83][bookmark: Text19][bookmark: Text20][bookmark: Text21]307-164-1150-001
	TENURE
[bookmark: Dropdown1][bookmark: Text22]      
	TIME BASE
[bookmark: Dropdown4][bookmark: Text24]      
	CBID
[bookmark: Text6]S04

	OFFICE OF
[bookmark: Text88]State Publishing
	LOCATION OF POSITION (CITY or COUNTY)
[bookmark: Text71]Sacramento
	 SALARY
$2,953.00
TO
$3,698.00
     

	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 #008552-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)  445-6652
	PUBLIC PHONE NUMBER
(   )     -    
	POST & BID FILE BY: 
Not applicable

	
	SUPERVISED BY AND CLASS TITLE
[bookmark: Text82]Steven Lewis, Warehouse Manager I
	FILE BY
06/03/14



	Please reference RPA #008552-OSP and state your eligibility in the classification title section or in the “Explanations” section on  your State Application form (Std. 678)<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. Failure to comply with the Conflict of Interest Code requirements may void the appointment. <br
<br>
SELECTION CRITERIA -  The selection criteria will be in the following order: <br>
1. SROA/Surplus employees are encouraged to apply and will be considered prior to other recruitment methods.<br>
1. 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>
1. 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 the general supervision of the Warehouse Manager I, the Office Services Supervisor II directs the operation of the Interagency Mail and Messenger Services Unit.  The Interagency Mail Service provides pickup and delivery of interdepartmental mail to 160 different State agencies, departments and offices.  The Messenger Service provides dedicated delivery routes to the Department of Finance, Department of Transportation and the Department of Substance Control.   <br>
<br>
All work to be accomplished is authorized under the Department of General Services (DGS), Office of State Publishing (OSP) policy procedures and guidelines.<br>
<br>
ESSENTIAL FUNCTIONS<br>
In order to plan, organize and direct the work of nine messengers following OSP policy and procedures: <br>
· Provide Interagency Mail and Messenger Service by directly supervising, coordinating and scheduling the daily activities and services. <br>
· Oversee and evaluate changing situations by supporting and taking effective action.<br>
· Apply specific laws, rules and office policies to daily operations.<br>
· Organize the scheduling of “special” services such as: hand-to-hand deliveries and large freight pick-ups.<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 Services Supervisor II (GENERAL)
	POSITION NUMBER
307-164-1150-001
	RPA NUMBER
008552-OSP
13/14 FY
	FILE BY
	06/03/14

	In order to monitor and troubleshoot various logistics problems with the Mail and Messenger Services Unit utilizing experience and following OSP guidelines: <br>
· Implement changes in procedures or other issues that may arise to meet the changing needs of the customers.<br>
· Prepare a weekly work schedule for employees.<br>
<br>
In order to provide the Unit with personnel duties following DGS and OSP policy and procedures:<br>
· Fill vacant positions by recruiting and interviewing applicants to facilitate the hiring process when required.<br> 
· Prepare Requests for Employee Action (RPAs) the form required by DGS to fill vacant positions.<br>
· Review time sheets and Notice of Personnel Action (NOPAs); approve employee time worked and absence requests; review sick leave and vacation balances and pay level increases.<br>
· Responsible for the selection, training and evaluation of new employees.<br>
· Provide feedback to employee(s) on work habits and skill level.<br>
· Provide constructive intervention. <br>
· Assist management in completing employee reports, evaluations and disciplinary action documentation.<br> 
<br>
In order to manage and oversee a fleet of 9 cargo vans assigned to the unit following all required DGS and OSP policy and guidelines: <br>
Attend to:<br>
· Arranging for vehicle rentals when assigned vans need service or repairs.<br>
· Schedule vehicles for routine maintenance and request emergency repairs when required.<br>
· Prepare the monthly vehicle usage report for the Office of Fleet Administration.<br>
· Responsible for the Department of Motor Vehicles “Pull Notice Program” to make sure employees have a valid driver’s license.<br>
· Oversee the training/instruction provided for the messengers (new drivers) on daily maintenance of vehicles i.e., checks and log mileage, service vehicle for travel (gas and oil levels). <br>
<br>
Assume the duties of either the Receiving or Shipping Supervisor or the Warehouse Manager I in their absence following the OSP procedures:<br>
· Research and evaluate supply or equipment orders for material needed at the warehouse.<br>
· Coordinate inventory by counting pallets, cartons and other materials used in the printing industry.<br>
· Train employees in the proper use of manual and motorized equipment.<br>
· Attend safety meetings.<br>
· Complete a written report, and follow-up, on all warehouse and driver accidents.<br>
· Notify supervisor of any out-of-the-ordinary conditions that exist and will require immediate action.<br>
· Supervise as well as participate in cleaning the loading dock area and floors in the warehouse.<br>
· When required move or transport hazardous materials in the warehouse.<br>
<br>
In order to prepare the annual budget and unit cost information following current DGS and OSP procedures:<br>
· Prepare over $102,000.00 of monthly billing for the Interagency Mail and Messenger Services Unit.<br>
· Provide forms, service and billing information to customers.<br>
<br>
In order to develop and maintain customer service following OSP policy:<br>
· Review, investigate and respond to client inquiries and complaints.<br>
· Routinely ensure the efficient completion of messenger runs by employees.<br>
· Promote customer satisfaction and be accountable for quality service to all OSP customers.<br>
<br>
MARGINAL FUNCTIONS<br>
Maintain accurate State agencies, department’s and office’s names and addresses utilizing available resources and contacts in order to prepare the Interagency Mail and Messenger Services pamphlet for printing according to department procedures.<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 obligations during peak period workloads.<br>
<br>
KNOWLEDGE AND ABILITIES<br>
Knowledge of:  <br>
Modern office methods, supplies and equipment; business English and correspondence; principles and techniques of effective supervision and training; department’s Equal Employment Opportunity objectives; a supervisor’s role in Equal Employment Opportunity Program , and the processes available to meet equal employment opportunity objectives.<br>
Ability to:  <br>
Perform difficult clerical work, including ability to spell correctly, use good English and make arithmetical computations; 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; and plan, organize, direct, and supervise the work of others; effectively contribute to the department’s equal opportunity objectives; Work independently, modify established procedures and methods to meet changing needs, and supervise the work of a medium sized group. <br>
<br>
ADDITIONAL DESIRABLE QUALIFICATIONS
· Education:  Equivalent to completion of the twelfth grade.<br>
· Operate equipment required in the performance of the journey level duties of the specialty for which application is made.  Examples include:  vehicle operation, personal computer (Word, e-mail, Excel) and copy machine. 
br>
REQUIRED QUALIFICATION:  A Live Scan fingerprint check is required in order to work at this location.<br>
<br>
DESIRABLE QUALIFICATIONS<br>
Special Personal Characteristics<br>
· A demonstrated interest in assuming increasing responsibility.<br>
· Work overtime as needed to meet work commitments.<br>
<br>
Interpersonal Skills<br>
· Communicate in a clear, concise manner with co-workers, legislators, their staff members and the public.<br>
· Promote teamwork and be proficient as a team member.<br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES<br>
Work Expectations:<br>
· Ability to keep required job schedule and to focus attention on details.<br>
· Efficiency, conscientiousness and professionalism.<br>
· Wear appropriate attire for the office environment.<br>
· Skill with personal computers and related software applications, copier and fax machine.<br>
· Be organized and thorough.<br>
· Demonstrated reliability in attendance.<br>
· Ability to work in a fast paced environment.<br>
· Required to work in a noisy and dusty industrial facility.<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>
· Requires standing, walking, sitting and reaching to perform the duties of the position.<br>
· Exert up to 52 pounds of force frequently to move boxes.<br>
<br>
Mental Abilities:
· Ability to work under pressure, and effectively handle stress and deadlines.<br>
· Control of temper and attitude during stressful conditions.<br>
· Understand written and verbal instructions and communication.<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>
· 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.<br>
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