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	EMPLOYMENT
       OPPORTUNITY
	1.  RPA #
[bookmark: Text25][bookmark: _GoBack][bookmark: Text85]008596 –OSP
13/14 FY
ANALYST’S INITIALS
[bookmark: Text30]NSW
DATE
[bookmark: Text31]05/28/14


	

	CLASS TITLE
[bookmark: Text2][bookmark: Text37]Assistant State Printer      
	POSITION NUMBER
[bookmark: Text83][bookmark: Text19][bookmark: Text20][bookmark: Text21]307-100-7381-001
	TENURE
[bookmark: Dropdown1][bookmark: Text22]      
	TIME BASE
[bookmark: Dropdown4][bookmark: Text24]      
	CBID
[bookmark: Text6]M14

	OFFICE OF
[bookmark: Text88]State Publishing
	LOCATION OF POSITION (CITY or COUNTY)
[bookmark: Text71]Sacramento
	 SALARY
$7,123.00
TO
$8,088.00
     

	SEND APPLICATION TO:
[bookmark: Text87]Office of State Publishing
[bookmark: Text86]Human Resource Unit
344 No. 7th Street
[bookmark: Text35]Sacramento, CA 95811
[bookmark: Text32]Attn:  	Aimee Paschane
	RPA #008596-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)  445-6700
	PUBLIC PHONE NUMBER
(   )     -    
	POST & BID FILE BY: 
not applicable

	
	SUPERVISED BY AND CLASS TITLE
[bookmark: Text82]Jerry Hill, State Printer
	FILE BY
06/09/14



	<br> Please reference RPA #008596-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>
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>
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>
ESSENTIAL FUNCTIONS<br>
Under the administrative direction of the State Printer, the Assistant State Printer manages the administrative and support functions for the Office of State Publishing (OSP); oversees and coordinates all aspects of production, facility, and engineering operations. The Assistant State Printer acts as the State Printer in his or her absence to provide direct oversight over all OSP operations. <br>
<br>	
Ensures the short and long term strategic plans are accomplished and to assist the State Printer in developing strategies and business plans consistent with the Department of General Services’ mission, vision and core values to support the overall business operational needs and the publishing needs for our customers. <br>
· Develop and implement strategies in coordination with the State Printer on addressing the ever changing technology and new trends in the printing industry with the goal of OSP the sole provider for our customers’ printing needs. <br>
· Assist in developing justification plans for equipment acquisitions and create a rate structure for cost recovery.  (Printing equipment costs can be as much as $2 million dollars.) <br>
· Provide creative strategies for process improvement of better business practices. <br>
· Ensure the department’s core values and goals are implemented throughout all levels of OSP staffing. <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
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	 CLASS TITLE
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	FILE BY
	06/09/14

	· Assist in implementing practices and setting objectives in support of the Governor’s administration while ensuring the objectives of the Government Code are met. <br>
· Assist in the formulation of customer service and print policies as related to OSP programs and promote in high quality customer service. <br>
· Provide methods for better print-on demand applications for the Legislative printing of bills and products to lower the inventory of finished goods. <br>
· Assist the State Printer and DGS Executive Office on special project needs and keeps abreast on all activities that are current, up and coming and forecast to ensure objectives are obtained as directed by the State Printer, DGS Executive Office, etc. <br>
· Keep abreast on status of facility relocation needs of OSP, which include the expansion of the Digital Print and Mailing Services unit and internal changes of OSP programs to make way for new business opportunities in generating revenue. <br>
· Oversee and work with managers and others on the re-vamping of the OSP Web Store Front. <br>
· Oversee and work with managers on the expansion of services of the Fulfillment Services unit for new contracts. <br>
· Implement effective processes for OSP management to administer to all aspects of production in order to maintain an efficient workflow for all the units within OSP. <br>
· Oversee and work with managers on the impact and capabilities of new systems such as the Bar Code system for internal and external use for our business operation needs. <br>
· Oversee and work with managers and others for budget needs and budget forecasting. <br>
· Prepare work analysis data on staffing needs and works with human resource staff regarding OSP positions and recruitment efforts. <br>
· Oversee and direct management in the development to meet the requirements of implementing SB 1075 Authentication and the preservation of certain electronic, legal materials by the Office of the Legislative Counsel and its continued use in the future. <br>
<br>
Oversees managers of all OSP programs to ensure business operational needs and objectives are met.  (OSP programs which include: Administration, Advertising and Marketing, Customer Development, Fulfillment Services, Records Services, Production Services, and Purchasing.) <br>
· Direct managers on customer service needs and print policies related to OSP programs. <br>
· Direct managers on process improvements to promote health and safety standards and their adherence throughout the organization. <br>
· Ensure marketing and operation plans addressing industry and technology changes of printing. <br>
· Oversee and direct managers to promote the best environmental practices to serve as a model to the printing industry. <br>
· Establish a staffing structure that addresses OSP’s changing technology and human resources environments. <br>
· Serve as the final review and approval for hiring of all positions within the organization in the absence of the State Printer. <br>
· Represent management with employee organizations including, but not limited to, contract negotiations. <br>  
· Identify issues for discussion at the bargaining table. <br>
· Meet and confer with employee representatives to resolve issues. <br>
<br>
Oversees the establishment of cost center rate proposals and spending practices to ensure the fiscal integrity of the organization. <br>
· Review and monitor financial statements and reports. <br>
· Review and approve contracts and major acquisitions. <br>
· Responsible for acquiring service and printing contracts from other state and local governmental entities. <br>
· Plan allocating funds within OSP operations and expenditure projections focusing on cost efficiencies on a fiscal basis. <br>
· Implement the State Printer’s 4 Ps:  <br>
1. People – Invest in our human resources to maximize better use of our intellectual assets. Cultivate a work culture with positive core values. <br>
2. Procurement 2013 – lower overhead costs 5%.<br>
3. Production – improve and meet standards, monitor and develop quality control procedures for efficiencies, and keeping waste down. <br>
4. Projection – do a better job of forecasting and meeting revenue goals. <br>
<br>
MARGINAL FUNCTIONS<br>
Oversees all aspects and the activities of environmental compliance following appropriate policies and procedures: <br>
· Serve as the OSP liaison with the Chief Facility Engineer and the Building and Property Management supervisors in order to oversee facility engineering, grounds-keeping and custodian services. <br>
· Coordinate all facility repair projects<br>
· Review procedures that require engineering analysis of printing production methods, processes and procedures. <br>
· Support areas of industrial engineering including areas involving electronic automation systems. <br>
· Support Green Compliance efforts in partnership with Building and Property Management (BPM). <br>
· Confer with attorneys, environmental consultants and environmental protection agencies when necessary. <br>
<br>
Overtime may be required due to job requirements such as but not limited to office management needs. <br>
<br>
KNOWLEDGE AND ABILITIES<br>
Knowledge of: All aspects of data processing, management techniques and methods, standard business practices; principles of accounting, printing technology; principles of inventory management and control; cost analysis and work simplification; principles of material and services procurement and control; principles of scheduling and production management; the organization and functions of California State Government including the organization and practices of the Legislature and the Executive Branch; principles and practices of policy formulation; techniques of organizing and motivating groups; principles of problem solving; the Department's Affirmative Action Program objectives; the manager's role in the Affirmative Action Program and the processes available to meet affirmative action objectives. <br>
 <br>
Ability to: Plan, organize and direct the work of multidisciplinary professional and administrative staff; analyze policies, organization and procedures; integrate diverse activities to attain a common goal; establish effective review and control procedures; gain the support and confidence of top level management to promote cooperative working relationships; analyze complex problems and recommend solutions; prepare and review reports; communicate effectively both orally and in writing; and effectively contribute to the Department's affirmative action objectives. <br>
<br>
DESIRABLE QUALIFICATIONS<br>
· Ensures the success of the Department’s Mission to “Deliver results by providing timely, cost-effective services and products that support our customers”. <br>
· Promotes high quality customer service. <br>
· Promotes and adheres to the DGS Core Values of Integrity, Accountability, Communication, Excellence, Innovation and Teamwork. <br>
· Actively promotes safe practices and safety training. <br>
· Demonstrates a positive leadership role consistent with and conducive to the department’s core values. <br>
· Promotes positive customer relations through interactions with executive staff in client agencies and the Legislature. <br>
· Effectively communicates with all levels of management, DGS executive staff, Office of Legal Services, Office of Legislation, Office of Fiscal Services, and Office of Human Resources. <br>
· Promotes good morale and productivity practices with all levels of staff.  Leads regular meetings with staff. <br>
<br>
SPECIAL PERSONAL CHARACTERISTICS<br>
· Keeps abreast of important trends that impact the printing industry (technological, competitive, socio-economical, etc.); understands the position of the organization within a global context. <br>
· Creates and encourages an environment where all information, both positive and negative is welcome. <br>
· Challenges the status quo and champions new initiatives; acts as a catalyst for change and stimulates others to change; paves the way for needed changes; manages implementation effectively. <br>
· Maintains a clear vision for the printing business; keeps a long-term big picture view; foresees obstacles and opportunities. <br>
<br>
INTERPERSONAL SKILLS<br>
· Identifies and cultivates relations with key stakeholder representatives of a broad range of functions and levels; uses information and formal networks to accomplish tasks; builds strong external networks with people in the printing industry. <br>
· Secures consensus for ideas, interests, and resources necessary for the achievement of end objectives by influencing, convincing, persuading, and selling. <br>
· Communicates effectively, both orally and in writing. <br>
· Speaks clearly and expresses self well. <br>
· Possesses a demonstrated ability to coach, develop and motivate employees. <br>
· Interacts and communicates effectively with co-workers, Legislative staff and the public. <br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES<br>
· Work environment is that of a manufacturing/production operation. <br>
· There is exposure to equipment generating high sound levels, as well as fumes and chemicals related to the printing industry. <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>
· Ensure that staff is in compliance and follow HAZ/MAT/VOLATILE Organic Compounds guidelines in order to comply with Graphic Arts Rule 450 documentation. <br>
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