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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

9182-OSPPR
ANALYST’S INITIALS

der
DATE

10/8/14


	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 (Typist)
	POSITION NUMBER

306-099-1139-901
	TENURE

 FORMDROPDOWN 
      
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R04

	OFFICE OF

Office of Strategic Planning, Policy and Research (OSPPR)
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY

$2,740
TO
$3,651
    

	SEND APPLICATION TO:

Department of General Services

Attn: Yvonne Newton 
Executive Office, 8th Floor

P.O. Box 989052

West Sacramento, CA  95798-9052




	REPORTING LOCATION OF POSITION

707 Third Street, 8th Floor, West Sacramento
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 8 a.m. to 5 p.m.
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916)  376-5025
	PUBLIC PHONE NUMBER

(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE

Jennifer Grutzius, Deputy Director, OSPPR
	FILE BY

10/16/14


	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, while protecting the interests of the State of California”.  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.
SELECTION CRITERIA - The selection criteria will be in the following order: <br>
· SROA/Surplus eligibles will be considered prior to other recruitment methods. <br>
· Transfers or reinstatements 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>
Under the direction of the Deputy Director, Office of Strategic Planning, Policy and Research (OSPPR), the Office Technician performs responsible administrative assistance and secretarial functions and tasks with minimum supervision and applies knowledge of the department’s policies and programs to ensure compliance throughout the organization.
All work is accomplished in accordance with applicable State and Federal statutes and regulations; Executive and Administrative Orders; Management Memos; the State Administrative Manual; the DGS Departmental Manual; the DGS Strategic Plan; utilizing the Microsoft suite of office products, the DGS Oracle-based ABMS modules and other technology and non-technology related work tools.

ESSENTIAL FUNCTIONS 
In order to perform sensitive administrative support functions for the Deputy Director, the Office of Strategic Planning, Policy & Research (OSPPR) staff, and the Executive Office (EO), on a wide range of program and administrative issues using various Microsoft Office software applications in accordance with departmental policy:

· Prepares, designs, implements, and oversees systems to manage and ensure timely completion of various tasks, special projects, studies, and research on a variety of issues.

· Compiles data using various systems and resources and evaluates this information in order to prepare reports and make recommendations to the Deputy Director.

· Records minutes at meetings where the Deputy Director and other departmental managers discuss confidential matters, such as program and/or staff reductions and grievance issues, by taking detailed notes, preparing a final version of the minutes, and distributing copies.




	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 (Typist)
	POSITION NUMBER

306-099-1139-901
	RPA NUMBER

9182-OSPPR
	FILE BY


10/16/14

	ESSENTIAL FUNCTIONS (continued)
· Coordinates and schedules meetings involving departmental management, managers and analysts, as well as external stakeholders and the public, by notifying the attendees and monitoring responses, arranging and scheduling the meeting location, and providing the necessary materials for the meeting.

· Reviews, tracks, and monitors sensitive and confidential issues by preparing and updating reports, proofreading and finalizing documents, and communicating by email or memos to interested parties.
In order to provide direct customer assistance according to departmental security procedures and office policy:

· Receives, screens, redirects, and/or responds to phone inquiries from the Governor’s Office and Legislature, business community, other high level contacts, and the general public by following established guidelines and using personal judgment and knowledge of various DGS programs and office administrative policies and according to instruction from the Deputy Director.

· Greets and screens visitors by providing information and making referrals to Executive and OSPPR office staff members, state agencies, and other jurisdictions.

· Sorts and date-stamps mail received at the Executive reception desk and notifies recipients of mail received.

· Ensures general orderliness and neatness of the Executive Board Room before and after each usage.

In order to facilitate efficient divisional record keeping and prompt communication: 

· Reviews outgoing materials and correspondence prepared for the Deputy Director’s signature for consistency with departmental policy, format, content and grammar necessary to ensure compliance with the “DGS Guidelines For All Correspondence” utilizing Microsoft Office software applications and Internet skills as needed.

· Maintains confidential administrative files, reports, and other correspondence for OSPPR by organizing material using Microsoft office applications and by arranging hard copy materials in file cabinets according to departmental policy in order to ensure efficient access to information.

· Responds to inquiries from the public and government representatives, which involves independently preparing correspondence, reports and other materials by researching, gathering data, retrieving reports and compiling information in order to ensure a timely and appropriate response.

In order to ensure that continued workload demands and timeframes are met:

· Reviews and monitors progress on a wide range of correspondence, which involves reviewing incoming correspondence to ascertain needed action and routing to the appropriate DGS staff for action, monitoring to ensure timely response and/or handling to meet deadlines, compiling data and arranging correspondence in order of priority, and attaching copies of pertinent background information for the Deputy Director and the Executive Office.

· Reviews and monitors the progress of departmental requests for action by the Governor, DGS Director, and Office Chiefs, which involves acting as internal and external liaison to offices, departments, and the private sector.

In order to coordinate meetings and appointments to ensure the most efficient and effective schedule of activities each day:

· Manages the Deputy Director’s work schedule and calendar by scheduling appointments with high level governmental officials, professionals in the private sector, various professional groups, etc.

· Confers with the Deputy Director verbally and through Microsoft Outlook electronic mail and scheduling system on a daily basis to keep him/her informed of the day’s activities.

· Provides back-up assistance with the Executive Office calendars as needed.

In order to facilitate necessary travel by the Deputy Director:

· Prepares itineraries and makes travel arrangements as needed for the Deputy Director by using the phone and Internet in order to arrange flight, car rental, and hotel reservations according to departmental policy and state contractual obligations.

MARGINAL FUNCTIONS

· Conducts routine visual inspection and counts of stock on hand, organizing the supply storage room and keeping the room free of clutter and debris.  May process supply orders as a back-up.

KNOWLEDGE, SKILLS AND ABILITIES
Knowledge of:  Modern office methods, supplies and equipment; business English and correspondence; principles of effective training.
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.

DESIRABLE QUALIFICATIONS

· Knowledge of the general functions and responsibilities of the DGS office and divisional programs.

· Knowledge of the OSPPR and the DGS Executive Office’s relationships with divisional, departmental, and other governmental entities.

· Proficiency in all Microsoft Office applications, such as: Word, Excel, Outlook, Visio, and Internet Explorer.

SPECIAL PERSONAL CHARACTERISTICS   
· A demonstrated interest in assuming increasing responsibility.

· Dependability and excellent attendance record.
· Ability to: Type at a speed of not less than 40 words per minute from ordinary manuscript or printed or typewritten material.

WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES

· Office environment, appropriate dress.

· Present self professionally.

· Ability to communicate confidently and courteously with a diverse community; individuals with varied experiences, perspectives, and backgrounds; the general public; private sector professionals; and people of various levels of responsibility within state government, including members of the Legislature and their representatives.

· Consistently exercise a high degree of initiative, independence, and originality in performing assigned tasks.

· Consistently exercise good judgment and effective communication skills.




