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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

9560 - OBAS
ANALYST’S INITIALS

LEW
DATE
5/13/15


	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 (G)
	POSITION NUMBER

 306-030-1138-985

	TENURE

Permanent
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R01

	OFFICE OF

OBAS – Business Services Section 
	LOCATION OF POSITION (CITY or COUNTY)

                          West Sacramento
	 FORMDROPDOWN 
 SALARY

OT (G)
$2,691.00
TO

$3,371.00



	SEND APPLICATION TO:
Department of General Services
Attention:  Kiyo Baird

Business Services Section MS 414
PO Box 989052
West Sacramento, CA 95798-9052
 
	REPORTING LOCATION OF POSITION

                        707 Third Street, West Sacramento

	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 8:00am to 5:00 pm 
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	HR/PL PHONE NUMBER

916 376-5335
	PUBLIC PHONE NUMBER

 
	POST & BID FILE BY: 

     

	
	SUPERVISED BY AND CLASS TITLE
  SSM II 
	FILE BY

5/26/15 

	<strong> Please indicate RPA number 9560 on your state application </strong> <br>
The Department of General Services’ (DGS) Core Values and Employee Expectations are keys 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>
SELECTION CRITERIA - - <br>
· Please submit a completed State Application (STD 678). <br>
· SROA/Surplus employees are encouraged to apply and will be considered prior to other recruitment methods. 
· 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>
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. <br> 
<br>

ESSENTIAL FUNCTIONS <br>
To ensure the proper policies and procedures are being followed, the following work will be performed in accordance with the Department of General Services (DGS), Administration Division (AD), Office of Business and Acquisition Services’ (OBAS), Business Services Section (BSS) utilizing departmental manuals, policies, procedures, Management Memos, Administrative Orders, and office procedures using Microsoft Applications. <br>
<br> 
MAILROOM MANAGEMENT <br>
In order to oversee and be responsible for daily processing and distribution of incoming and outgoing mail, the incumbent will:

· Assume full responsibility for the effectiveness of the Mail Operations Center (MOC) <br>
· Identify sensitive and confidential mail that may require special handling (including but not limited to incoming <br> and outgoing checks, confidential personnel information, etc.)  <br>
· Apply  knowledge of Unites States Postal Service (USPS) laws, rules, regulations and policies <br>
· Communicate effectively with customers at all staff levels <br>
· Provide functional guidance and training to business service liaisons within the individual offices <br>
br>
<br> 
<br> 
<br>


	CALIFORNIA STATE GOVERNMENT (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
.

DGS JOB HOTLINE PHONE (916) 322-5990                (            CALIFORNIA RELAY SERVICE FROM TDD PHONES 1-800-735-2929
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	 CLASS TITLE

Office Technician (G)
	POSITION NUMBER

 306-030-1138-985
	RPA NUMBER

 9560 - OBAS
	FILE BY


5/26/15 

	<br>
· Performs as a team leader and member to maintain continuity of  the MOC <br>
· Consult with customers on most appropriate and cost effective mailing service for sensitive documents or <br> special mail outs <br>
· Receive incoming mail, interpret to identify mail not accurately delivered, reroute if necessary <br>
· Sort incoming mail by independently identifying  which of the approximate 50 offices item(s) shall be delivered <br>
· Place sorted mail into delivery cart divided by floor and office  <br>
· Deliver mail to each office, by floor <br>
· Process outgoing mail by applying knowledge of the USPS: <br>
· Pick up mail from outgoing mail receptacles located on each floor and separate by US Post Office <br>  mail and IMS mail, then places items on cart for return to the mail room for processing <br>
· Run US Post Office Mail through postage application machine in preparation for US Post Office pick up

· Identify and separate IMS mail into mail slots divided by office or in out-going bin for IMS courier pick up

Maintain log of incoming and outgoing mail in order to provide accurate statistical records of all mail deliveries. <br>
<br>
OVERNIGHT DELIVERY PACKAGE AND SHIPPING <br>
In order to process incoming package deliveries once daily and adhering to the policies and procedures of the Business Services Section, the incumbent will: <br>
· Identify sensitive and confidential packages that may require special handling <br>
· Communicate effectively with customers at all staff levels regarding the overnight delivery and or package <br> delivery and shipping service options <br>
· Provide functional guidance and training to business service liaisons within the individual offices <br>
· Sign for packages from various carriers <br>
· Scan all packages and envelopes into the arrival system  <br>
· Identify and locate internal client and apply BSS tracking label to ensure location of  delivery is accurate and <br> timely <br>
· Disseminates packages from floor to floor by suing a flat-bed cart, scan packages with hand-held device, <br> obtains signature and places the packages into designated receiving area specified on each floor <br>
· Upon customer request, research missing packages using the Arrival System <br>
In order to process outgoing packages once daily  for delivery: <br>
· Coordinates pick up of outgoing packages from specified areas on each floor and delivers them to mail room <br>  for processing <br>
· Calculate cost(s) associated with delivery <br>
· Enter package and address information into specified carrier’s shipping system to generate shipping label and <br> places package in outgoing package area <br> 
· Verify all outgoing label information is complete and accurate <br>
Independently maintains log of all incoming and outgoing packages in order to provide accurate statistical record of  <br>    all deliveries (both incoming and outgoing).  <br>  

<br>
IT EQUIPMENT RECEIVING <br>
In order for the proper IT equipment receiving per SAM and department procedures, the incumbent is responsible for the receiving and applying property tags to all incoming IT equipment and by applying knowledge of DGS policies and procedures, the incumbent will:  <br>
· Receive incoming IT shipments and place the boxes together by Purchase Order (PO) number (look up PO <br>     to identify which office will be receiving, identify all items ordered have been received and note the PO) <br>
· Prepares an e-mail to Buyer and BSS OT advising that their products have been received (identify if complete <br> order or partial order was received) <br>
· Responsible for completion of the Asset Management Module in FI$CAL

· Refer to the PO copy to determine which color Property Tag to place on each piece of equipment.  Green tag  <br> for equipment valued under $5,000 and a Pink tag for equipment over $5,000.  Proceed to place Property tag <br>  on each piece of equipment.  Complete the required information on the GS6 Form and determine the order   <br> status:  <br> 
· If Incomplete, hold paperwork until the rest of the order is received unless notified by a BSS  <br> supervisor of approval for partial release  <br>
· If all items have been received and tagged, E-mail Buyer to inform of the following: PO number, <br> that items are ready for pick up from mailroom <br>
· Collect packing slip(s) and make copy.  The copy attaches to the PO copy and sent to BSS OT for filing <br>
<br>
MARGINAL FUNCTIONS <br>
In order to cover mailroom responsibilities and ensure the daily MOC is functioning effectively and efficiently, the incumbent will:  <br>
· Respond to the bell at the mailroom counter to assist customers with various requests <br>
· Attend various meetings and training classes as necessary for job duties, in addition to or in place of other <br> employees <br> 
· Provide support to other mailroom and reproduction staff to ensure daily tasks and BSS responsibilities are <br> completed <br>
· Receive incoming shipments of office supplies, equipment or office furniture <br>
<br>
KNOWLEDGE AND ABILITIES <br>
Knowledge of: Modern office methods, supplies and equipment; business English and correspondence; principles of effective training. <br>
 <br>
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.  <br>
<br>
DESIRABLE QUALIFICATIONS: <br>
Strong computer skills in Access, Excel and Word <br> 
Ability to maintain multiple data bases and prepare reports <br>
Ability to communicate effectively and diplomatically with staff at all levels <br>
Good organizational skills <br>
Prompt and dependable <br>
Strong analytical and problem solving skills <br>
Customer Service Oriented <br>
Willingness to learn <br>
Willingness to and ability to accept increasing responsibility <br>
Ability to get along with others and work in a team environment <br>
<br>
<  



