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	EMPLOYMENT
       OPPORTUNITY
	1.  RPA #
[bookmark: Text25][bookmark: _GoBack][bookmark: Text85]008965 –OSP
14/15 FY
ANALYST’S INITIALS
[bookmark: Text30]NSW
DATE
[bookmark: Text31]08/25/14


	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]Management Services Technician      
	POSITION NUMBER
[bookmark: Text83][bookmark: Text19][bookmark: Text20][bookmark: Text21]307-167-5278-XXX
	TENURE
[bookmark: Dropdown1][bookmark: Text22]      
	TIME BASE
[bookmark: Dropdown4][bookmark: Text24]      
	CBID
[bookmark: Text6]R01

	OFFICE OF
[bookmark: Text88]State Publishing
	LOCATION OF POSITION (CITY or COUNTY)
[bookmark: Text71]Sacramento
	 SALARY
Range A    $2,545.00-$3,188.00
Range A    $2,873.00-$3,600.00
     
     

	SEND APPLICATION TO:
[bookmark: Text87]Office of State Publishing
[bookmark: Text86]Technical Support & Planning Unit
344 North 7th Street
[bookmark: Text35]Sacramento,  CA  95811
[bookmark: Text32]Attn:  	Mark Hines
	RPA #008965-OSP
	REPORTING LOCATION OF POSITION
[bookmark: Text81]344 No. 7th Street, Sacramento, 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)  322-1727
	PUBLIC PHONE NUMBER
(   )     -    
	POST & BID FILE BY: 
not applicable

	
	SUPERVISED BY AND CLASS TITLE
[bookmark: Text82]Mark Hines, Program Manager, Printing Services
	FILE BY
09/03/14



	Please reference RPA #008965-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>  <b
· 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>
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) policy, procedures and guidelines.<br>
<br>
ESSENTIAL FUNCTIONS<br>
Provides administrative support to the Pressroom and Bindery production units which each unit has one Printing Plant Superintendent and three Associate Printing Plant Superintendents covering three shifts to assist management with various production activity status reports for both units as identified by each piece of equipment as directed by the workload and OSP management to determine inefficiencies and progress of printing production work and to assist in the needs of OSP rates.<br>
· Create, maintain and update various excel spreadsheets and input daily activities on each report for the various pieces of equipment utilized in the Pressroom and Bindery units.<br>
· Input data utilizing OSP’s Internal Non-Conformance (INC) and Estimated job cost versus Actual job cost daily sheets into spreadsheets for OSP management to identify operational needs improvement, practices and remedies.<br>
· Create, maintain and update the M-1000 press log for down time in order to identify non-chargeable hours.<br>
Maintain the Machine Shop’s maintenance hours by entering into a log to determine additional chargeable time to the job.<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
Management Services Technician 
	POSITION NUMBER
307-167-5278-XXX
	RPA NUMBER
008965-OSP 14/15 FY 
	FILE BY
	09/03/14

	Maintains and tracks daily Logic/Print Management System entries for material usage and production information of the various printing equipment following established needs guidelines:<br> 
· Analyze, review and verify the daily updates of Logic/Print Management System batches, labor and materials.<br>
· Check the Logic/Print Management System for accuracy of job numbers, labor cost centers, time accrual for each cost center and quantities charged to each job.  <br>
· Review employee material transactions by checking for accuracy in material cost center and material quantities.<br>
· Verify quantities against the job ticket by utilizing the appropriate software programs.<br>
· Review and analyze job status codes, verifying that employees are entering the required codes.<br> 
· Determine the current status for each job by using the appropriate computer program.<br>
· Review daily all employee time sheets against the Logic/ Print Management System entries for accuracy in times and codes, and correct prior to the billing process of our customers.<br>
· Gather information on a daily basis and prepare Logic/Print Management System status reports through the on-line programs.<br>
· Prepare various Logic/Print Management System programs and reports when required by using the appropriate on-line program.<br>
· Develop procedures for running additional programs within the Logic/Print Management System by evaluating the program needs.<br>
· Train staff on entering labor information, material transactions and status codes on the Logic system.<br> 
<br>
Acts as the unit timekeeper for the Pressroom and Bindery units to identify discrepancies of supervisor and employee timekeeping entries and makes corrections to the employees Project Accounting and Leave (PAL) time sheets for both productions units covering three shifts and communicates to OSP’s Human Resource unit any changes made after the interface process by correcting PAL time sheet entries as well as any late entries or missing pay issues while maintaining the confidentiality of employee absence issues in accordance with the department’s time and attendance procedures and guidelines and the guidelines of the department’s operating time keeping system. <br>
· Give hands-on computer training in Activity Based Management System (ABMS) and Project Activity and Leave (PAL), in accordance with the OSP personnel procedures and guidelines.<br>
· Assist staff by providing personal assistance to complete the Absence and Additional Time Worked Report, Standard Form 634s according to office procedures.<br>
· Communicate and provide requested information to OSP-Human Resource unit changes in PAL entries after interfaces occur.<br>
· Make corrections to PAL time sheets for unit employees based on unit supervisor’s review and approval of time entries. <br>
· Input the attendance data into the Project Accounting and Leave (PAL) system each day for both units covering three shifts for accurate attendance reporting and work with OSP Human Resource unit to work on discrepancies regarding leave time, dock reporting and injury reporting for worker’s compensation and non-industrial.<br>
· Monitor all Permanent Intermittent employees hours worked against their 1500 yearly balance.<br>
<br>
Compiles information as well as develops and types revised and original memorandums, and a variety of other documents; organizational spreadsheets, vacation schedules and posts utilizing Microsoft Word, Microsoft Excel, Microsoft Outlook, and Internet Explorer in order to support the Pressroom and Bindery units following department and office procedures and guidelines.<br>
· Verify Pressroom and Bindery units estimates verses actuals from Operators daily time sheets for accuracy in customer billing.<br>
· Maintain and update the State Emergency Plan for OSP.<br>
· Maintain and update employee emergency information.<br>
· Oversee Pressroom inventory of materials using the Storeroom Inventory System (SRIS).<br>
· Assist in generating, organizing, and record keeping of all purchase requisitions, orders and supplies.<br>
· Responsible for generating typed documentation implemented unit and department policies and procedures.<br>
· Work with Pressroom and Bindery employees to obtain information needed from OSP Human Resource unit while maintaining confidentiality within the unit.<br>
· Monitor and maintain all individual development plans and training records for all elective and required State, DGS, and OSP annual training.<br>
· Maintain supplies for requested forms, documents, memorandum formats needed to support the unit’s need such as but not limited to shift change postings, job postings, worker’s compensation forms for supervisors and other forms utilized by the department, office and unit.<br>
· Stay abreast of current forms required for the Pressroom and Bindery units.<br>
· Use various data base applications when requesting the required forms on-line when needed.<br> 
· Prepare and type an agenda and compile meeting notes when requested.<br>
· Receive requests and schedule all training for the Pressroom and Bindery unit employees.<br>
· Coordinate purchasing documents by preparing plant requisitions, gathering supporting documentation and organizing the information.<br>
<br>
MARGINAL FUNCTIONS <br>
<br>
Responsible for the office equipment and Logic work stations with regard to maintenance in order to ensure the equipment’s performance.<br>
<br>
Assist in drafting and administering entry level and promotional examinations and interviews.<br>
<br>
To assist with answering Pressroom telephones to communicate with client agencies, vendors, and the general public. Including, but not limited to providing Pressroom employees with needed phone messages.<br>
<br>
To maintain, the operation, adjustment, maintenance of all office equipment (copiers, PC computers, fax machines, and printers).  Act as Pressroom contact for vendor of equipment, maintenance, and new and broken parts.<br>
<br>
Assist with development and implementation of Kaizen events using the Lean Manufacturing processes.<br>
<br>
Provide verbal or computer input when needed in order to contribute toward the development of unit policies and procedures.<br>
<br>
Act as backup for the Pressroom HAZMAT person in order for the daily, visual recording of VOC emissions to be completed following OSP office requirements.<br>
<br>
Overtime may be required due to job requirements such as but not limited to support the Pressroom and/or Bindery units for report generating for labor, cost and maintenance of production equipment, attendance posting, etc.<br>
<br>
KNOWLEDGE AND ABILITIES<br>
Knowledge of: <br>  
Arithmetic, spelling, grammar, punctuation, and modern English usage.<br>
<br>
Ability to:  <br>
Learn rapidly; follow directions; communicate effectively with other staff and those contacted in the work; use good work habits such as punctuality, skill, neatness and dependability; make satisfactory progress in a prescribed training program; interpret written material; edit written material; write effectively; analyze written and numerical data accurately; make clear, concise oral presentations.<br>
<br>
Perform difficult clerical work, read and write English at a level required for successful and professional job performance.<br> 
<br>
SPECIAL AND PERSONAL CHARACTERISTICS   <br>
· Both demonstrated interest in and aptitude for work in one of the staff services or related disciplines.<br> 
· The capacity for professional development.<br>
· Demonstrate an interest in assuming increasing responsibilities.<br>
DESIRABLE QUALIFICATIONS  <br>
Special Personal Characteristics<br>
· Work overtime as needed to meet work commitments.<br>
· Education equivalent to completion of the twelfth grade level.<br>
· Ability to be innovative and creative.<br>
· Ability to work daily overtime, weekends, and Holidays as it pertains to incumbents MOU.<br>
· Maintain organized electronic files, and hard copies.<br>
<br>
Interpersonal Skills<br>
· Work proficiently as a team member with co-workers and management.<br>
· Understand and follow OSP, DGS office rules, policies and procedures at all time.<br>
· Understand written and verbal communication.<br> 
· Follow oral and written directions.<br>
· Work independently, or as a team member in a professional manner.<br>
· Understand and follow all OSP, and DGS office rules, policies and procedures at all times.<br>
· Ability to communicate with a diverse workforce.<br>
<br>
Additional Qualifications<br>
· Experience and/or education which have developed verbal, analytical, numerical, writing skills and printing knowledge are preferable.<br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES<br>
Work Expectations:<br>
· Present self professionally.<br>
· Ability to multi-task and work in a fast paced environment.<br>
· Arrive to work on time.<br>
· Return on time to your respective work station ready to work after breaks and lunch.<br>
· Come to meetings fully prepared, including handouts for distribution when appropriate.<br> 
· Comply with appropriate program and office policies. <br>
· Appropriate dress according to office environment.<br>
· OSP will not tolerate violence, sexual harassment or discrimination in the workplace.<br>
· Work in an office environment.<br>
<br>
Physical Abilities:<br>
· Frequent use of a personal computer and telephone at a work station.<br>
· Requires grasping and making repetitive hand movements in the performance of daily duties.<br>
· Work environment involves exposure to unusual elements such as dust, fumes and unpleasant odors.<br>
· Exert up to 50 pounds of force to move small items such as boxes, cartons and reams of paper.<br>
<br>
Mental Abilities:<br>
· Ability to work well under pressure.<br>
· Ability to present a calm and professional demeanor at all times.<br>
<br>
Safety:<br>	
Follow all OSP safety rules and procedures.<br>
Act as the safety coordinator within the Pressroom and Bindery units.<br>
Promote safe work practices and a safe working environment for all employees. Follow all OSP safety rules and procedures.
Incumbent will follow HAZMAT/Volatile Organic Compounds guidelines in order to comply with Graphic                                       
Arts Rule 450 documentation. <br>
· Do not attempt to operate equipment, use tools, materials or 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.<br> 
· Make sure you know how to properly use and take care of any required protective equipment and use your equipment when it is required.<br>
· Keep your work area organized and as clean as possible maintain good housekeeping procedures at all times.<br>
· If you see a safety hazard inform your co-worker and notify your supervisor immediately; “close calls” or “near misses” are accidents that almost injure someone including you.<br>
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