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	EMPLOYMENT
       OPPORTUNITY
	1.  RPA #
[bookmark: Text25][bookmark: Text85]008591 –OSP
14/15 FY
ANALYST’S INITIALS
[bookmark: Text30]NSW
DATE
[bookmark: Text31]01/09/15


	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]Health and Safety Officer      
	POSITION NUMBER
[bookmark: Text83][bookmark: Text19][bookmark: Text20][bookmark: Text21]307-162-3917-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
$4,714.00
TO
$5,858.00
     

	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 #008591-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
01/20/2015



	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 #008591-OSP and state your eligibility in the classification title section or in the “Explanations” section on your State Application form (Std. 678).<br>
 If you have already submitted your application for this position you do not need to reapply. <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 another department’s employment list.<br> <
· Training and development assignments may be considered for this position.<br> 
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled.<br>  ><>
<br>
“Applicants may be subject to a fingerprint and/or background check.”<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>
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, Federal and State laws, rules and regulations regarding health and safety under the California Occupational Safety and Health Administration (CalOSHA) and all other health and safety regulated industry standards. <br>
<br>
ESSENTIAL FUNCTIONS<br>
Program Administration/Coordination <br>
Develops and maintains a fully-functioning Injury and Illness Prevention Plan (IIPP) program for OSP following required procedures in order to maintain the health and safety of the employees as regulated by various health and safety agencies:<br>
· Plans, organizes, and administers all aspects of OSP’s injury prevention programs to meet the specific needs of the various OSP offices, production, and warehousing locations.<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
Health and Safety Officer 
	POSITION NUMBER
307-162-3917-XXX
	RPA NUMBER
008591-OSP 14/15 FY 
	FILE BY
	01/20/15

	· [bookmark: _GoBack]Reviews and advises management on laws, rules and regulations pertaining to the protection of state employees by monitoring the development and keeping abreast of existing, new and changing legislation, compiling data, running reports, etc. <br>
· Works with CalOSHA, State Fire Marshal, OSP/DGS management, employees, employee labor unions, etc. to keep abreast on published State and Federal guidelines as well as any other regulated health and safety agencies to identify and resolve health and safety issues.<br>
· Establishes written preventative policies and procedures in order to maximize employee safety and protection in an industrial environment.<br>
· Researches and works with various health and safety agencies to assist OSP management on ways to improve unsafe work situations either on a case by case basis or as it relates to the office in general.<br>
· Participates in Return-to-Work activities, and temporary limited duty accommodations.<br>
· Provides liaison services between facility, employees, State Compensation Insurance Fund adjusters, physicians, attorneys, Emergency Medical Service (EMS), and other personnel/agencies. <br>
· Compiles, analyzes, and interprets accident, injury, and lost time statistics, trends, and cost data. <br>
· Maintains CAL-OSHA 300 log, which logs work related injuries and illnesses, on a monthly and annual basis in order to meet the reporting requirements under California Code Regulations (CCR), Title 8. <br>
· Coordinate and regularly check employee suggestion boxes at all locations.  <br>
· Maintain and inspect all first aid kits/supplies and AED machines for all OSP locations.<br>
<br>
Injury Response/Prevention <br>
In order to plan and conduct an occupational health and injury prevention safety program and serves are the point of contact to respond to emergencies, the incumbent:<br>
· Walks, on a regular basis, the facilities/buildings, production floors, warehousing locations, and interacts with employees and supervisors.  <br>
· Identifies and makes recommendations and report unsafe conditions and accident prevention opportunities to management for appropriate corrective action by reviewing and analyzing the circumstances that caused the injuries. <br> 
· Evaluates specific risks associated with the equipment, operation, and needs of OSP. <br>
· Reviews, evaluates reports (i.e., SCIF 3301, 3067, witness, etc.), and investigates all industrial injuries, monitors and recommends corrective actions for unsafe practices or conditions and takes immediate action to correct seriously unsafe conditions. <br>
· Interprets equipment operating policies and standards and advises management on current methods and techniques to prevent injury. <br>
· Provides consultation and follow-up to employees, committees, and other advisory groups. <br>
· Works with staff and professional organizations in order to eliminate or control health hazards.<br>
· Responds to plant emergencies upon notification and act accordingly.<br>
· Provides incident and employee information to medical personnel and contact authorities if necessary. <br>
· Assists the injured employee’s supervisor when necessary by providing information to help in the completion of the employer’s portion of the Worker’s Compensation Insurance Fund (Form 3301), if necessary, and forward the claim to OSP Human Resources for continued processing. <br>
· Provide information to assist SCIF with worker’s compensation injuries or claims, when necessary.<br>
<br>
Compliance Activities <br>
Ensures OSP meets regulation and compliance standards by: <br>
· Developing methods to maintain compliance with environmental health and safety standards as set forth in Titles 8, 17, 19, and 22 of the California Administrative Code, and accreditation organizations.<br>
· Develops and implements a health and safety inspection program and performs safety and sanitation inspections, evaluates deficiencies and recommends corrective action. <br>
· Conducts fire drills and simulated emergencies to test plans by having drills (either announced or unannounced) several times a year.  <br>
· Coordinating, scheduling, and planning annual hearing test for employees. <br>
· Coordinates and performs complex industrial safety inspections within the plant and the OSP satellite locations, in preparation for various annual inspections (i.e. State Fire Marshal, Sacramento Fire Department, CalOSHA, etc.), whether announced or unannounced.  <br>
<br>
Wellness and Training Activities <br>
In order to develop and implement OSP’s wellness education program to increase employee awareness of safe and healthy work practices to reduce work-related injuries the incumbent: <br>
· Plans, organizes and promotes events such as guest lectures, health information sessions and other events; distributes e-mail notifications regarding significant wellness issues; arranges all logistics for health fairs and guest speakers. <br>
· Develops, coordinates, and leads training on all subjects included in OSP’s Injury Illness Prevention Program (IIPP).<br>
· Coordinate and provide ergonomic services and perform workstation evaluations; provide recommendations to OSP management and staff to assist in injury prevention. <br>
· Plans, organizes, develops, and conducts all tailgate safety related workshops for OSP. <br>
· Conduct health and safety new employee orientation training along with the Industrial Hygienist for all new hires as it relates to physical safety needs for production as well as for an office environment setting. <br>
· Update and maintain the offices First Aid/CPR/AED training classes and work with training coordinator to schedule employees for health and safety training. <br>
· Maintain and update health and safety bulletin boards with relevant and up-to-date information. <br>
<br>
Contracts <br>
In order to ensure contracts are in place for all the Health and Safety program contractors, the incumbent serves as lead in: <br>
· Developing with the assistance of OBAS, all documents necessary in order to initiate the procurement process (i.e., statement of work, etc.), evaluating and scoring bids, bidder walk through’s, and selecting the chosen contractor. <br>  
· Collaborating with contractors who are selected through the procurement process to successfully provide services and/or goods necessary for all programs.<br>
· Coordinating with OFS to ensure proper processing of invoices and purchase documents. <br>
· Managing contracts to ensure contract is renewed prior to expiration and adequate funding is available to cover anticipated work to be performed.  <br>
<br>
OSP’s Safety/Facility Committee <br>
Serves as chairperson for OSP’s quarterly IIPP Safety Committee. Acts as OSP’s primary resource and provides information and direction to OSP’s safety coordinators in carrying out various regulatory compliance issues with occupational health and safety standards by:<br>
· Scheduling quarterly IIPP Safety Coordinator Meeting, prepares agenda and meeting minutes, and initiates action item responses. <br>
· Leads teams on action items in response to health and safety issues.<br>
· Provides monthly health and safety articles or OSHA Fact Sheet to OSP employees. <br>
· Leads occasional Safety Inspection Team and prepares resulting Corrective Action Plan. <br>
<br>
Attends monthly facility meetings with Building and Property Management (BPM), OSP management, Industrial Hygienist and Mechanical Engineer to provide input on Health and Safety related items. <br>
<br>
MARGINAL FUNCTIONS <br>
Assists Industrial Hygienist in maintaining the mandated Hazardous Waste and Toxic Materials Program required by the State of California: <br>
· Provide physical support and back-up to the OSP Industrial Hygienist regarding the handling of hazardous waste material and to understand the Material Safety Data Sheets (MSDS).<br>  
· Research on-line for all applicable laws, rules and regulations. <br>
· Attend training each year. <br>
<br>
Assists in the analysis and development of the Health and Safety Strategic Plan according to OSP requirements. <br>
<br>
<br>
KNOWLEDGE AND ABILITIES <br>
Knowledge of: <br>
Principles and techniques of industrial health and safety; training methods and techniques; California laws, including Workers' Compensation, relating to safety; principles of supervision; statistical methods; department's Equal Employment Opportunity Program objectives; a supervisor's role in the Equal Employment Opportunity Program and the processes available to meet Equal Employment Opportunity Program objectives. <br>
<br>
Ability to:  <br>
Organize health and safety programs; evaluate results of health and safety programs; conduct studies and surveys to determine problems and to make recommendations for solutions; develop and maintain cooperative working relationships; speak and write effectively; effectively contribute to activities necessary to achieve the department's goals, and to the department's Equal Employment Opportunity Program objectives.<br>
<br>

SPECIAL PERSONAL CHARACTERISTICS  <br> 
· Demonstrated ability to act independently, open-mindedness, flexibility and tact. br>
<br>
DESIRABLE QUALIFICATIONS <br>
Special Personal Characteristics <br>
· Demonstrate good organization and time management skills and the ability to prioritize multiple tasks and meet deadlines. <br>
· Project management experience. <br>
· Internet and IT knowledge and experience. <br>
· Travel to meetings and conferences. <br>
<br>
Interpersonal Skills <br>
· Must have mental alertness and use tact when communicating with high level executives and OSP staff. <br>
· Promote teamwork and be proficient as a team member with all OSP units. <br>
· Communication skills; speak and write in a clear and concise manner.<br>
· Work efficiently and effectively as well as cooperatively with all staff. <br>
· Understand and comply with OSP, DGS and unit office rules, policies, and procedures at all times. <br>
· Understand written and verbal instructions and communication. <br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES
Work Expectations: <br>
· Promote and is accountable for customer satisfaction and quality service to all OSP sections
· Ability to maintain required job schedule, to focus attention on details. <br>
· Good research; write effective studies, reports and other business correspondence. <br>
· Outreach and constituent communication experience. <br>
· Proficient with a computer and related software programs such as MS SQL database, Logic, EFI, PAL, Word, Excel and others.<br>
· Ability to develop and present alternatives and recommendations.  <br>
· Arrive to work on time.  br>
· Come to meetings fully prepared, including handouts for distribution when appropriate. <br>
· Office environment for majority of the work day. <br>
<br>
Physical Abilities:<br>
· Frequent use of a personal computer and telephone at a work station.<br>
· Exert up to 50 pounds of force occasionally. Can be moved in small or minimal weight amounts.<br>  
· Work environment occasionally involves exposure to unusual elements such as dust, fumes and unpleasant odors in the production units.<br>
<br>
Mental Abilities:<br>
· Work well under pressure.<br>
· Requires ability to handle stress and deadlines.<br>
<br>
Safety: <br>
· Follow all safety rules and procedures:<br>
· Promote safe work practices by all employees.  <br>
· Promote a safe working environment for all employees. <br>
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