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	EMPLOYMENT
       OPPORTUNITY
	1.  RPA #
[bookmark: Text85]9204-OFAM
ANALYST’S INITIALS
KJM

DATE
11/10/14



	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
Management Services Technician (MST) 
	POSITION NUMBER
[bookmark: Text83]306-110-5278-xxx

	TENURE
PERMANENT
	TIME BASE
[bookmark: Dropdown4][bookmark: Text24]      
	CBID
R01

	OFFICE OF
[bookmark: Text88]Fleet and Asset Management (OFAM)
	LOCATION OF POSITION (CITY or COUNTY)
[bookmark: Text71]SACRAMENTO
	 SALARY

Range A
$2545 - $3188

Range B
$2873 - $3600


	SEND APPLICATION TO:
[bookmark: Text87]Department of General Services
[bookmark: Text86]Office of Fleet and Asset Management
Attn:  Kimberly Garcia, RPA# 9204
1700 National Drive
[bookmark: Text35]Sacramento, CA 95834
Kimberly.Garcia@dgs.ca.gov

	REPORTING LOCATION OF POSITION
[bookmark: Text81]1700 National Drive, Sacramento, CA 95834
	

	
	SHIFT AND WORKING HOURS
 - 8:00 a.m. - 5:00 p.m.
	

	
	WORKING DAYS, SCHEDULED DAYS OFF
[bookmark: Text78][bookmark: Text79][bookmark: Text80]MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER
(916)  928-2529
	PUBLIC PHONE NUMBER
[bookmark: Text27](916)  928-2529
	

	
	SUPERVISED BY AND CLASS TITLE
Shari Hickman, SSM I
	FILE BY
11/20/14



	<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 State of California is an equal opportunity employer to all, regardless of age, ancestry, color, disability (mental and physical), exercising the right to family care and medical leave, gender, gender expression, gender identity, genetic information, marital status, medical condition, military or veteran status, national origin, political affiliation, race, religious creed, sex (includes pregnancy, childbirth, breastfeeding and related medical conditions), and sexual orientation.<br>
<br>
<strong>DUTIES</strong><br>
Under the supervision of the Administrative Services Staff Services Manager I (SSM I), the incumbent is responsible for learning and performing the less technical, semi-professional tasks and other related work of the business services, facility maintenance and attendance clerk functions for the OFAM.  The MST will be exposed to confidential issues that support the diverse administrative, fleet operations, asset management, surplus property and statewide travel programs.<br>
<br>
· Act as the single point of contact for the “Equipment Maintenance Management Insurance Program” (EMMP) managed through The REMI Group (REMI).<br>
· Review and research invoices as well as EFT invoices when services have been performed to ensure correctly billing. <br>
· Maintain inventory of all software at all OFAM locations. <br>
· Ensure the OFAM is in compliance with SAM Section 1600 Records Management by reviewing record retention requirements for the diverse OFAM programs and advise OFAM management on latest best practices of records retention and destruction. <br>
· Acts as the statewide citizen’s vehicle complaint coordinator for all state-owned vehicles.<br>
· Perform OFAM transportation coordinator duties by ensuring mileage from all vehicles is entered into the mileage log both electronically (on the OFAM website) and in hard copy form (in the mileage log book) located in each vehicle. <br>
· Perform attendance coordinator functions for OFAM employees in order to maintain an accurate reporting to the State Controller's Office (SCO) for issuance of correct payroll warrants of staff's time, and to ensure accurate timekeeping records. <br>
· Serves as the initial contact person for OFAM in order to assist employees and supervisors with personnel-related issues/information including, but not limited to, health, dental, and vision enrollments, catastrophic leave program, Workers Comp/Industrial Disability Leave (IDL), State Disability Insurance (SDI), Non-Industrial Disability Insurance (NDI), formal leaves of absence, Family Medical Leave Act (FMLA)/California Family Rights Act (CFRA), and Long--Term Disability following the Benefits Administration Manual (BAM), HR Memorandums, and program guidelines. <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
306-110-5278-xxx
	RPA NUMBER
9204-OFAM 
	FILE BY
	11/20/14

	<br>
<strong>DESIRABLE QUALIFICATIONS: </strong><br>
· Possess strong customer service skills. <br>
· Developed verbal, analytical, numerical, and/or writing skills. <br>
· Ability to handle confidential information with tact, diplomacy, discretion and good judgment. <br>
· Possess experience working with customers to resolve sensitive issues. <br>
· Experience in attendance, timekeeping and benefits related work. <br>
· Familiarity with human resources laws, rules, and regulations. <br>
· Excellent typing skills and a working knowledge of Microsoft Office (WORD, EXCEL, OUTLOOK). <br>
· Ability to write comprehensively and communicate effectively with individuals from varied experiences, perspectives and backgrounds, and all levels of management. <br>
· Detailed oriented and follow through on projects from beginning to end. <br>
<br>
<strong>ADDITIONAL QUALIFICATIONS: </strong><br>
· Possess a valid California Drivers’ License, Class C and a good driving record. <br>
· Excellent organizational skills with the ability to set and handle changing priorities. <br>
· Possess the ability to format correspondence, spell correctly, proof read for proper use of grammar, punctuation, vocabulary and independently correct errors at a level required for successful job performance. <br>
· Maintain cooperative working relationships with staff, all levels of management, the public and other State agencies. <br>
<br>
<strong>WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES REQUIRED TO PERFORM DUTIES: </strong><br>
· Appropriate dress for office environment. <br>
· Occupy an office workstation for extended periods of time. <br>
· Daily use of a personal computer, related software applications, and peripherals. <br>
· Daily typing from ordinary manuscript, printed, or typewritten material. <br>
· Ability to work in a fast paced environment with multiple tasks. <br>
· Able to lift up to 15 pounds to stock office supplies and move heavier supplies using a hand cart. <br>
· Move about, stand, reach, stoop or bend. <br>
<br>
<strong>HOW TO APPLY: </strong><br>
· If interested in this full-time, permanent position, please submit a completed employment <b>application (STD. 678)</b>, and <b>résumé</b> to the above address. <br>
· Specify <b>RPA #9204</b> and <b>state your eligibility</b> (e.g. lateral transfer, list appointment, SROA, etc) in the <b>Explanations section</b> of the application. <br>
· <b>If list appointment, include a copy of your EXAM RESULTS.  If SROA, include a copy of your SROA documentation.</b> <br>
· Applications received without this information <b>will not be considered</b> for review <b>nor will e-mailed/faxed applications.</b><br>
· If you require receipt confirmation, please send return receipt through the U.S. Postal Service.<br>
<br>
<strong>SELECTION CRITERIA -</strong><br>
· SROA/Surplus employees are encouraged to apply. <b>Please include a copy of your SROA documentation </b><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’ employment list. <br>
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. <br>
<br>


<center><b><font color=purple>***THIS IS AN ABBREVIATED JOB OPPORTUNITY BULLETIN***</font><br>
To request a copy of the complete duty statement, please contact Kimberly Garcia, Personnel Liaison, at 
(916) 928-2529 or via e-mail:<a href=mailto:”Kimberly.Garcia@dgs.ca.gov?subject=RPA 9204 Admin MST”>kimberly.garcia@dgs.ca.gov </a>and one can be faxed or e-mailed to you.





</b></center>
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