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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

8650-DSA
ANALYST’S INITIALS

LEW
DATE

6/30/14


	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 (Typing)
	POSITION NUMBER

718-395-1139-002

	TENURE

Permanent
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R04

	OFFICE OF

Division of the State Architect 
	LOCATION OF POSITION (CITY or COUNTY)

Los Angeles
	 FORMDROPDOWN 
 SALARY

$2,686
to

$3,362


	SEND APPLICATION TO:
Division of the State Architect
1102 Q Street, Suite 5100

Sacramento, CA 95814

Attention:  Grace Leyva
Grace.leyva@dgs.ca.gov 
	REPORTING LOCATION OF POSITION

700 N. Alameda Street, Ste. 5-500

	

	
	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)  324-9499
	PUBLIC PHONE NUMBER

  (213)  897-1267
	POST & BID FILE BY: 

     

	
	SUPERVISED BY AND CLASS TITLE
Puja Vats, STAFF SERVICES MANAGER I 
	FILE BY

7/10/14

	<br> Please indicate RPA 8650 on your state application <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>
 SELECTION CRITERIA - - <br>
· SROA/Surplus employees are encouraged to apply and will be considered prior to other recruitment methods. <bk>
· 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. <bk>
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. <bk>
HOW TO APPLY:

If interested, please submit a completed State Application (STD. 678), a copy of your Exam results, and a copy of a valid Typing Certificate to the address listed above. 
<bk>

DUTIES <br>
Under the direction the Staff Services Manager I in Business Services, the incumbent is responsible for a variety of duties related to the customer service reception desk in Los Angeles Regional Office.  Duties include, but are not limited to greeting and directing callers and visitors, processing incoming and outgoing mail, faxing, and copying various documents, and maintaining electronic and manual records. <br>
<br>
ESSENTIAL FUNCTIONS <br>
The incumbent shall promote and be accountable for customer satisfaction and quality service and will initiate or recommend changes that promote innovative solutions to meet customer needs. <br>
<br>
Performs the following utilizing DSA policies, procedures and guidelines, DSA Reception Manual, and the California State on-line directory, Golden State Overnight (GSO), Pitney Bowes equipment procedures, and the United States Postal Service. <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 (Typing)
	POSITION NUMBER

718-395-1139-002
	RPA NUMBER

8650-DSA
	FILE BY


7/10/14

	<br>
In order to provide customer service to all visitors and callers to the Sacramento and Headquarters Offices utilizing a multi-line phone system:  <br>
· Answers and screens all callers by independently responding to questions and requests for general information. <br>
· Transfer calls to the appropriate staff or resource, and taking concise and detailed telephone messages as needed. <br>
· Assists DSA customers by researching simple questions utilizing DSA Intranet, and desk manuals. <br>
· Greets in-person visitors, members of the State and Consumer Services Agency, Legislature, Governor’s Office, Advisory Board, other State Agencies and directs them to appropriate person and location or notifies appropriate person by telephone of visitor arrivals. <br>
· Greets examination competitors and collects necessary documents. <br>
· Monitors the front reception area to ensure all security policies are strictly enforced as directed by the State Architect. <br>
· Maintains a neat and orderly reception area in order to create a positive environment for staff and visitors using good organization and paper management skills. <br>
· Schedules Over –the- Counter (OTC) appointments for staff (architects, engineers and FLS officers). <br>
· Enters appointments requested by division clients utilizing the OTC calendar in accordance to office procedures. <br>
<br>
In order to ensure timely and accurate processing of incoming and outgoing mail and overnight delivery services in accordance with the reception desk manual, Golden State Overnight (GSO), Pitney Bowes equipment procedures, and the United States Postal Service: <br>
· Processes all incoming U.S. mail, interoffice mail and overnight mail on a daily basis by manually opening, date stamping using the automatic date stamp machine, logging using MS Word and Access and manually placing mail in staff mailboxes. <br>
· Receives incoming accountable (certified, registered) mail from U.S. Post Office and sorts for distribution. <br>
· Prepares outgoing mail and packages on a daily basis by applying postage, typing and applying mailing labels using Pitney Bowes postage meter, scale and mailing software following machine and software instructions. <br>
· Exercises knowledge of postal regulations and rates and ensures that lower bulk rates are received on large mailings. <br>
· Assists staff with questions pertaining to postage rates, delivery options and packaging requirements. <br>
· Performs minor maintenance and schedules service calls for troubleshooting mailing equipment. <br>
· Trains other clerical staff for mailing machine operations using knowledge of the required process and tools, and the Pitney Bowes manual. <br>
· Distributes all employee notices, job bulletins, and routing of all other operations documents. <br>
<br>
In order to provide clerical support to the Business Section utilizing Microsoft Office software: <br>
· Prepares a variety of documents from rough draft to final form utilizing a personal computer. <br>
· Verifies project data is entered accurately in the ETRACKER database and verifies completeness. <br>
· Types, edits and correctly formats correspondence as requested in accordance with the DGS Correspondence Manual using good writing skills, correct grammar and spelling. <br>
· Prepares correspondence for mailing. <br>
· Copies documents and sends faxes as requested by staff. <br>
· Maintains manual and computerized records by creating folder files using the DGS and DSA records management procedures. <br>
<br>
In order to track checks and invoices received via email or in-person by DSA clients for payment of project fees: <br>
· Maintains a tracking log. <br>
· Provides clients with receipt via mail or in-person. <br>
<br>
MARGINAL FUNCTIONS <br>
Updates and develops procedures for receptionist desk manual by working with peers, supervisor, and learned knowledge.  Actively supports and implements DGS policies and procedures by reading and applying them.  Participates in staff meetings. Files miscellaneous documents according to standardized filing format in order to ensure uniformity in the project files submitted to the division for review as directed by the manager.  Provides Business Services and Project Services support as needed.  <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>
SPECIAL REQUIREMENT <br>
· Type at a speed of not less than 40 words per minute from ordinary manuscript or printed or typewritten material. <br>
<br>
SPECIAL PERSONAL CHARACTERISTIC <br> 
· A demonstrated interest in assuming increasing responsibility. <br> 
<br> 

DESIRABLE QUALIFICATIONS <br>
· Punctual, reliable and dependable. <br>
· Able to handle multiple assignments involving various other staff and team members.  <br>
· Excellent customer services skills. <br>
· Demonstrate interest in assuming increasing responsibility. <br>
· Ability to handle telephone calls professionally and with good judgment. <br>
· Display mature judgment, tact and discretion in all matters. <br>
· Positive attitude and adaptable to change. <br>
<br>
· ADDITIONAL DESIRABLE QUALIFICAITON <br>
· Ability to work effectively as a team member and with staff at all levels. <br>
· Excellent communication skills (verbal and written.) <br>
· Ability to work with difficult people. <br>
· Proficient in the use of personal computer and related software, such as MS Word and Excel. <br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES <br>
· Appropriate attire for professional office environment. <br> 
· Frequent use of a personal computer and peripheral tools at a work station. <br>



