	
	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

009105-BPM
ANALYST’S INITIALS

SM
DATE

9/23/14


	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

Assistant Chief, OREDS 
	POSITION NUMBER

308-100-4770-006
	TENURE

 FORMDROPDOWN 

	TIME BASE

 FORMDROPDOWN 
 
	CBID

M01

	OFFICE  OR BRANCH 
Building & Property Management Branch
	LOCATION (CITY or COUNTY)

1304 O Street, Sacramento
	 FORMDROPDOWN 
 SALARY
$ 7602
TO
$ 8835


	8. SEND APPLICATION TO:

Building & Property Management Branch
C/O RESD HR - Personnel Liaison
707-3rd Street, Suite 5-305
West Sacramento, CA  95605
Attn:  Linda McGuire
	WORKING DAYS AND HOURS

MON - FRI,   FORMDROPDOWN 
 - 8:00 am to 5:00 pm
	

	
	PUBLIC PHONE NUMBER

(916) 376-1843
	CALNET NUMBER

(8)       
	

	
	SUPERVISED BY AND CLASS TITLE
Dianne Hill, CEA Level B, Chief BPM
	FILE BY

10/10/2014


	<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>

* * * * PLEASE INDICATE RPA 9105-BPM ON YOUR APPLICATION * * * * <br>
<br>

SELECTION CRITERIA –<br>
· SROA/Surplus/Re-employment employment employees are encouraged to apply.<br>
· Transfers, reinstatements or recruitment from the employment list may be considered.  Consideration may be given to applicants on another department’s employment list provided the criteria are met to transfer the eligibility from the employment list to DGS’s employment list. <br>
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. <br>
<br>

Although normal business hours are 8:00 a.m. - 5:00 p.m., incumbent may be called upon and expected to respond at any time of the day or night.  BPM will provide incumbent with a cell phone for this purpose.  Cell phone messages shall be returned promptly. <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 and annually thereafter.  Failure to comply with the Conflict of Interest Code requirements may void the appointment.<br>
<br>
DUTIES<br>
All work to be accomplished in accordance with the principles and guidelines of the Department of General Services’ (DGS manual) and State Administrative Manual (SAM, the Procurement Division’s Records Management Handbook, the Real Estate Services Division (RESD) and Building and Property Management (BPM) strategic plans, the guidance of the BPM headquarters office/staff, and the DGS’s Office of Human Resources. <br>
<br>
Under the administrative direction of the Chief of Building and Property Management (BPM), the incumbent is responsible for  establishing rules and regulations for the government and maintenance of State buildings and grounds; develops objectives and plans monitors; and organizes and provides direction to BPM Regions throughout the state.. <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

Assistant Chief, OREDS 
	POSITION NUMBER

308-100-4770-003
	RPA NUMBER

9105- BPM
	FILE BY


10/10/14

	<br>

ESSENTIAL FUNCTIONS<br>
In order to administer and manage the State’s assets of 25 million square feet of buildings and grounds in accordance with specified guidelines: <br>
· Partner with the CEA Level B in the development and implementation of overall departmental and statewide policy; formulates goals, policies and methods of operating, resource needs and their application to implement program

responsibilities. <br>
· Establish fiscal policies in order to administer the BPM’s $316 million dollar operational budget. <br>
· Establish policies and procedures to ensure the effective operation and conduct of the office's staff of approximately 1,565 civil service employees. <br>
· Act for the CEA Level B as authorized by delegation in order to ensure the continuation of the building and grounds operations in the absence of the CEA Level B. <br>
<br>
In order to ensure the life cycle of the State’s assets manages the maintenance and operations of State-owned or occupied buildings and grounds in accordance with specified guidelines: <br>
· Represent the "owner's" perspective when directing asset management projects. <br>
· Execute various legal documents, including but not limited to: contracts, leases, invoices, etc., under specific authority as delegated. <br>
· Advise department heads on laws, rules, regulations and the most complex technical aspects of asset management programs.  Appears before various public and private sector groups explicate, interpret and defend the State's asset management policies and programs. <br>
· Develop legislative proposals and makes recommendations on legislative bills that impact the office's asset management programs. <br>
· Plan for the orderly growth of portfolios in investment property, encompassing the disciplines of property acquisition and disposal, government regulation, present and future economics of individual properties, and a host of other aspects that affect portfolio performance. <br>
<br>
In order to manage the maintenance and operation of State buildings while ensuring that asset management activities reflect good management and conservative fiscal practice in accordance with the Government Code, State Administrative Manual (SAM), Department of General Services (DGS), Division of the State Architect (DSA) Excellence in Public Buildings Initiative, DGS, Real Estate Services Division (RESD) established guidelines, Building Owners and Managers Association (BOMA) industry standards: <br>
· Meet with high-level State executives which include constitutional officers, legislative officials, chief executives, cabinet members, agency heads, gubernatorial appointees and their staff that are housed in State buildings to explain the State's asset management program; resolves problems occurring in State facilities and other building related issues; and presents proposals for operational changes or new services that reflect positively on the Department. <br>
· Maintain healthy tenant relationships through periodic meetings and surveys. <br>
· Maintain positive working relationships with other agencies and offices with asset management responsibilities to ensure timely completion of projects. <br>
<br>
In order to direct the work of staff through subordinate supervisors engaged in the following program functions: budgeting, accounting, contracting, special repairs, health and safety, human resources, employees and labor relations issues, staff training and professional development, management analysis and support, technology-based management information systems (ABMS, MARS) in accordance with division and departmental policies: <br>
· Supervise subordinate staff including hiring, training, developing, evaluating and disciplining. <br>
· Indirectly supervises BPM staff to ensure work submitted is prepared pursuant to departmental, divisional, and Branch policies and procedures. <br>
· Prioritize repairs, reviews contacts and redirects funding for statewide Special Repair/Architectural Revolving Fund Projects. <br>
· Represent the Branch at the division level and with the Department’s Office of Technology Resources for the development and implementation of information system solutions for the Branch. <br>
· Develop an overall information technology (IT) strategic plan for BPM. <br>
· Plan and direct the acquisition of IT equipment for the Branch. <br>
· Formulate and implement new IT internal operating procedures. <br>
<br>
In order to administer and manage the RESD program and in accordance with specified guidelines: <br>
· Develop the Division and Branch Strategic Plans in conjunction with Branch Chief and establishes program performance objectives and measures by determining appropriate program objectives to support the departmental and divisional goals. <br>
· Plan strategies for meeting program goals by evaluating resources, priorities, the budget, political concerns and

policy. <br>
· Establishes an organizational structure by evaluating available resources and program requirements and consulting with the Assistant Deputy Director or Branch Chief. <br>
· Coordinate the day-to-day operations by prioritizing and directing the workload through subordinate staff. <br>
· Evaluate project delivery and customer satisfaction by reviewing customer feedback (i.e. written and verbal communications, survey results, etc.) and making appropriate adjustments to the process. <br>
· Determine and secures program budget resources, monitors income and expenditures, and makes operational adjustments as necessary to ensure program is operating within budget allocation. <br>
<br>
Plan, organize, and direct statewide Special Repair/Architectural Revolving Fund Projects by prioritizing repairs, reviewing contacts, funding and funding redirection in order to ensure accuracy and timely completion of the projects. <br>
<br>
In order to maintain an accurate reporting to the State Controller’s Office (SCO) for issuance of correct payroll warrants of subordinate staff’s time or accurate reporting to the Office of Fiscal Services (OFS) for the billing of services for clients through the use of the Project Accounting & Leave (PAL) system in accordance with DGS policies and guidelines, MOU provision and State Personnel Board or Department of Personnel Administration laws and rules, and effectively manages and directs subordinate staff  in accordance with established Equal Employment Opportunity and personnel policies, rules and regulations: <br>
· Grant or denies subordinate staff request for time off or requests to work overtime. <br>
· Ensure subordinate staff has sufficient leave credits available for the requested leave. <br>
· Oversee supervisors who enter subordinate’s time in PAL system, i.e., time charged to projects, leave usage, approved leave without pay (dock or NDI), Absence without Leave (AWOL), etc. <br>
· Approve PAL entries for subordinate staff on dock or AWOL on or before the designated SCO’s semi-monthly or monthly payroll cut-off date in order to ensure issuance of a SCO warrant for pay day. <br>
· Approve or disapproves PAL entries for subordinate staff within three (3) working days after the completion of the pay period.  This is to ensure the correct issuance of a SCO warrant that is returned to SCO for late dock, issuance of correct overtime pay due to an employee and proper billing to clients for services rendered. <br>
· Identify performance expectations utilizing probationary reports or Individual Development plans and convey expectations to the employee via written and verbal communication/direction. <br>
· Monitor performance by following-up with employee to ensure that performance expectations are being met and to improve performance. <br>
· Maintain employee discipline using progressive discipline principles when necessary. <br>
<br>
In order to maintain a safe and healthful environment for the benefit of all employees and the public, under the supervision of the Supervising Groundskeeper I or II and BPM Environmental Safety and Health Unit (ESHOP), in compliance with laws and regulation, the Occupational Safety and Health Administration (OSHA), Safety Training (AB 2189), Injury and Illness Prevention (IIPP and SB 298), by promoting the health and safety programs as follows: <br>
· Attend training in the handling of hazardous materials and use of environmental safeguards. <br>
· Update IIPP plans and records by completing reports and coordinating with the designated Branch Coordinator. <br>
· Execute the plans for Emergency Response, Disaster Recovery and Business Resumption and Hazardous Materials and Waste Manifest. <br>
· Monitor worksite to identify, and remedy, potential safety hazards to ensure public safety. <br>
· Wear proper personal protective equipment when performing hazardous activities (such as spraying chemicals, or using power tools) to ensure personal safety and minimize exposure to hazardous materials. <br>
· Safely operates motor vehicles to transport self and materials in compliance with CHP and DMV rules and

regulations. <br>
<br>
KNOWLEDGE AND ABILITIES: <br>
Knowledge of:  Principles and practices of real estate management, including building costs, cost/benefit analyses, and economics; environmental laws and practices of the State of California and the Federal Government; laws of contract, leases and agreements; fire, life, safety and access compliance laws of the State of California; appraisal principles and practices; the Department of General Services and the Office of Real Estate and Design Services' organization and functions, and the California State Government, including the organization and practices of the Legislature and the Executive Branch; principles, practices and trends of public administration, organization and management; program development and evaluation; principles and practices of policy formulation and development; personnel management techniques; Department's Equal Employment Opportunity (EEO) Program objectives; a manager's role in the Equal Employment Opportunity Program and the processes available to meet Equal Employment Opportunity Program objectives. <br>
<br>
Ability to:  Plan, organize and direct the work of a multidisciplinary professional and administrative staff; exert leadership and creativity in the development of policy and administration of real estate management practices; establish and maintain cooperative relations with State and other governmental agencies and private and civic organizations; analyze administrative policies, organization, procedures and practices; integrate the activities of a diverse program to obtain common goals; gain the confidence and support of top level administrators and advise them on a wide range of administrative matters; analyze complex problems and recommend effective courses of action; prepare and review reports; effectively contribute to the Department's Equal Employment Opportunity Program. <br>
<br>
DESIRABLE QUALIFICATIONS<br>
Special Personal Characteristics: <br>
· Familiarity and sensitivity to the priorities, missions and goals of the Administration, Department and the Office and the ability to apply the asset management program needed to accomplish them. <br>
· Ability to recognize and appropriately advise management on potential politically sensitive issues. <br>
· Demonstrated experience in evaluating and developing alternatives to resolve complex managerial problems with the highest-level of interpersonal and negotiating skills. <br>
· Demonstrated effective administrative ability. <br>
<br>
Additional Qualifications:

· Possession of a certificate to practice architecture or sell real estate; Real Property Administrator of Facilities Maintenance Administrator designations. <br>
· Equivalent to graduation from college with a major in real estate, architecture, environmental design, interior design, engineering, or related field. <br>
· Experience in Class A building management. <br>
· Lease negotiation experience. <br>
· Ability to read and interpret plans, drawings, and specifications, prepare reports and budget recommendations. <br>
· Utilize asset management computer applications and other information technology. <br>
· Ability to coordinate contract administration for building management and operations of large portfolio investments. <br>
· Coordinate a team of specialists to achieve the goals and objective of investment properties. <br>
· Repair and operation of various types of building equipment. <br>
· Knowledge of materials and supplies used in construction, alteration, and maintenance of buildings and grounds and methods used in requisitioning, receiving, checking, sorting and issuing them. <br>
· Requirements, methods, and practices of common trades and crafts and custodial operations. <br>
· Information technology systems and their application to assist management. <br>
· Methods used in caring for a group of large public properties. <br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES<br>
· Requires ability to communicate confidently and courteously with people of different backgrounds, ethnic origins, and personality types and at various levels of responsibility within state government. <br>
· Requires travel to various regions of the state on frequent basis. <br>
· Walking and climbing stairs at building locations to inspect sites and determine services needed. <br>
· Formal presentations with good communication skills. <br>
· Requires ability to effectively manage stress and meet deadlines. <br>
· May require fingerprinting and passing of a background check in order to access areas occupied by the Department of Justice. <br>
<br>


