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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

9235-OFAM
ANALYST’S INITIALS
        KJM
DATE

10/28/14


	


YOU MUST BE A PERMANENT OR PROBATIONARY STATE EMPLOYEE, A FORMER PERMANENT OR PROBATIONARY EMPLOYEE OR ON AN EMPLOYMENT LIST FOR THIS CLASSFICATION IN ORDER TO APPLY FOR THIS POSITION. 
	CLASS TITLE

Automotive Pool Attendant I (APA I)
	POSITION NUMBER

306-120-6898-006
	TENURE

PERMANENT
	TIME BASE

 FORMDROPDOWN 

	CBID

R12

	OFFICE OF

Fleet and Asset Management (OFAM)
	LOCATION OF POSITION (CITY or COUNTY)  

Sacramento
	 FORMDROPDOWN 
 SALARY

Range A
$2534
-

$2884


	SEND APPLICATION TO:

Department of General Services
Office of Fleet and Asset Management
Attn:  Kimberly Garcia, RPA #9235
1700 National Drive
Sacramento, CA  95834
Kimberly.Garcia@dgs.ca.gov
	REPORTING LOCATION OF POSITION

Capitol State Garage, State Capitol Basement
	

	
	SHIFT AND WORKING HOURS

Days:  Wed-Sat 8:00am – 4:00pm & Sun 2:00pm - 10:00pm
 hs
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

WED. through SUN.,  DAYS OFF:  MON/TUES
	

	
	PUBLIC PHONE NUMBER

(916)  928-2529
	PUBLIC PHONE NUMBER

(916)  928-2529
	POST & BID FILE BY: 

11/10/14

	
	SUPERVISED BY AND CLASS TITLE

Larry Luna, APA III
	17. FILE BY

11/10/14


	<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>
<strong>DUTIES</strong><br>
In accordance with the Office of Fleet and Asset Management (OFAM) policies and procedures, the Joint Rules Committee policies and procedures, Fleet Handbook, the California Vehicle Code, and generally accepted industry practices, provides garage and parking services to OFAM customers, verbally greets high level officials diplomatically and tactfully and operates motor vehicles safely.   All tasks are performed on a daily basis unless otherwise noted. <br>
<br>
<strong>SUMMARY OF ESSENTIAL FUNCTIONS</strong><br>
<<br>
Provide valet/parking services and maximize garage capacity for State Capitol Garage customers while engaging in safe driving practices. <br>
<br>
Provide quality customer service to Senate, Assembly and Executive branch members and staff. <br>
<br>
Ensure the fleet is kept safe and reliable with appropriate maintenance expenditures in accordance with OFAM policies and procedures. <br>
<br>
Maintain a clean and safe working environment by following the OFAM policies and procedures on garage operations and adhering to OSHA, EPA, and standard automotive repair industry policies and practices. <br>
<br>
Ensure safe, reliable, and serviceable transportation is available for OFAM customers. <br>
<br>
Ensure an efficient and secure State Garage operation in accordance with OFAM policies and procedures by tactfully screening and checking pedestrian traffic in to the garage by directing to the appropriate section of the garage or office area as needed.   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

Automotive Pool Attendant I
	POSITION NUMBER

     306-120-6898-006
	RPA NUMBER

9235-OFAM
	FILE BY

PNB FFD:  11/10/14
FFD:  11/10/14

	br 
KNOWLEDGE AND ABILITIES><br>>< >
Ability to:  Do simple clerical work; follow oral and written directions; read and write English at the level required for successful job performance; drive all makes of cars.  br
br>
<strong>DESIRABLE QUALIFICATIONS: </strong><br>
· Demonstrated ability of performing routine service and lubrication of passenger vehicles and light trucks according to industry standards. <br>
· Demonstrated ability to work cooperatively and deal effectively with people at various levels. <br>
· Possess flexibility, tact and diplomacy in a highly sensitive secure setting. <br>
· Demonstrated excellent work habits, dependability and punctuality. <br>
· Willingness to work on shift work. <br>
· Effective communication skills. <br>
· Ability to work well in a team. <br>
<br>
<strong>ADDITIONAL QUALIFICATIONS: </strong><br>
· Require possession of California driver's license valid for the operation of any two-axle vehicle except a bus designed to carry more than 15 passengers, and such vehicle towing another vehicle weighing less than 6,000 pounds gross. <br>
· Medical examination and approval by CalHR required prior to appointment. <br>
<br>
<strong>WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES REQUIRED TO PERFORM DUTIES:</strong><br>
· Work in a highly sensitive setting interacting with the assembly, senate, and executive branch staff. <br>
· Work in a garage setting. <br>
· Standing and walking for extended periods of time. <br>
· Reaching by extending hand(s) or arms in any direction. <br>
· Stooping and bending to enter and exit vehicles. <br>
· Follow all safety rules and procedures. <br>
· Keep work area organized and clean.<br>
· If you see a safety hazard that you were not told about, inform your co-workers and notify your supervisor immediately. <br>
<br>
<strong>HOW TO APPLY: </strong><br>
· If interested in this full-time, permanent position, please submit a completed employment application, STD. 678, and résumé to the above address. <br>
· Specify <b>RPA #9235</b> and <b>state your eligibility</b> (e.g. lateral transfer, list appointment, SROA, etc) in the <b>Explanations</b> section of the application. <br>
· If list appointment, include a copy of your exam results.  If SROA, include a copy of your SROA documentation. <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 US Postal Service.<br>
<br>
<strong>SELECTION CRITERIA-</strong><br> 
· Local bidders (DGS employees) must file their bid requests for this position by the “Post & Bid File By” date above with the contact person listed above using the Local Work Area Post and Bid form, OHR-R12L (Rev 10/01/08). <b>The employee with the greatest amount of continuous “local work location” seniority in the class shall be selected over other employees and notified of start date.</b> no local bidders, then<br>
· The Outside Local Post and Bid bidders will be contacted who indicated interest in positions in this location.  If no outside bidders are interested, then<br>
· SROA/Surplus employees will be considered prior to other recruitment methods.<br>
· Transfers, reinstatements, or recruitment from the employment list may be considered after the Post & Bid process is cleared.  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>
<br>
<center><strong><font cr=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 9092 APA III”>kimberly.garcia@dgs.ca.gov </a>and one can be faxed or e-mailed to you.</strong></center>


