	[image: image1.jpg]



	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

9604-PROC
ANALYST’S INITIALS

SLJ

DATE

2/11/15


	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 (Typing)
	POSITION NUMBER

306-507-1139-932
	TENURE

 FORMDROPDOWN 
      
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R01

	OFFICE OF

Procurement Division
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY

$2,740.00

 - 

$3,429.00

	SEND APPLICATION TO:

Dept of General Services

Procurement Division

707 Third Street,  2nd Floor, Room 2-230
West Sacramento, CA 95605
MS 2-212
Attn:  Darlene McCormick
	REPORTING LOCATION OF POSITION

707 3rd Street, 2nd Floor
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 8:00 a.m. - 5:00 p.m. 
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916)  375-4333
	PUBLIC PHONE NUMBER

(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE

SSMI
	FILE BY

2/26/15


	br> For a complete duty statement please email darlene.mccormick@dgs.ca.gov<br>
<br>

SELECTION CRITERIA: Please submit a completed State Application (STD 678), copy of your typing certificate, and resume to the address above and reference RPA #9604 on your application. <br>
· SROA/Surplus 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’ employment list <br>
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. <br>
<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>
SPECIAL REQUIREMENT - OFFICE ASSISTANT (TYPING)<br> 
Ability to:  Type at a speed of not less than 40 words per minute from ordinary manuscript or printed or typewritten material.

<br>
ESSENTIAL FUNCTIONS  <br> 
In order to meet the need of State agencies procurement of goods and services, Procurement Division (PD) develops long-term purchase agreements and innovative acquisition methods to benefit all State and local government agencies and departments.  The Finance Unit enters purchasing information from a variety of source documents for revenue and data collection purposes in accordance with the Department of General Services (DGS) Budget Office and Fiscal Services guidelines, PD policy and procedures, State Administrative Manual (SAM), and Government Code (GC); utilizing a personal computer, related software and PD’s PIN, and various office and communication equipment. <br> 
<br> 
WORKLOAD ALLOCATION: <br> 
In order to assist with the management of the PIN database revenue and data collection system information, provides technical and clerical support to the Data Entry Support Unit. <br> 
· Sorting, batching, and distributing Purchasing Authority Purchase Orders (Std 65), Standard Agreement (Std 213), and misc. spreadsheets for billing and data collection. <br>
· Maintaining a daily log in Excel of completed documents for Matrix function in order to document performance standards.
· Streamlining the PIN data entry process by researching alternative methods of accessing and inputting information into the system. <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 CONDTION, MILITARY OR VETERAN STATUS, NATIONAL ORIGIN, POLITICAL AFFILIATION, RACE, RELIGIOUS CREED, SEX (INCLUDES PREGNANCY, CHILDBIRTH, BREASTFEEDING AND RELATED MEDICAL CONDITIONS), AND 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
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	 CLASS TITLE

Office Technician (Typing)
	POSITION NUMBER

306-507-1139-932 
	RPA NUMBER

9604-PROC 
	FILE BY


2/26/15

	ESSENTIAL FUNCTIONS cont. <br> 
br>
RECONCILIATION: <br> 
In order to provide timely and accurate billing information and compile statewide purchasing data, the OT:

· Evaluates and resolves Standard 65 document issues following PD’s office procedures for data compilation.

· Independently resolves discrepancies with customer agencies via telephone or email. <br>
· Ensures all appropriate information related to documents is valid by researching data utilizing PD’s application PIN.<br> 
<br> 
INVOICE COPY REQUESTS: <br> 
PD bills state agencies for providing purchasing services.  Invoice copy requests are received and handled quickly for customers having time constraints.  In order to provide prompt customer service to our client agencies, the OT:

· Communicates via telephone or email on invoice copy requests.<br> 
<br> 
MARGINAL FUNCTIONS <br> 
Other related work. <br> 
<br> 
KNOWLEDGE AND ABILITIES 
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 proper 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> 
SPECIAL REQUIREMENT - OFFICE TECHNICIAN (TYPING) <br>
Ability to:  Type at a speed of not less than 40 words per minute from ordinary manuscript or printed or typewritten material.
<br> 
DESIRABLE QUALIFICATIONS  <br> 
· Desire to learn and work in a team environment <br> 
· Ability to enter data into a computer database with a high degree of accuracy <br> 
· Maintain good attendance <br> 
· Proficiency with personal computer and appropriate software programs and the internet <br> 
· Ability to write comprehensively and communicate effectively with individuals from varied experiences, perspectives and backgrounds, and all levels of management. <br> 
· Excellent customer service skills <br> 
· Dependable; responsible; positive attitude. <br> 
· Ability to provide objective overview of situations. <br>
· Willingness to accept challenges, handle multiple projects simultaneously. <br> 
· Ability to effectively handle stress and deadlines. <br> 
· Ability to organize, set priorities and work independently <br> 
· Ability to handle telephone calls professionally and with good judgment  <br>
<br> 
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES  <br> 
· Professional office environment, appropriate business attire required <br> 
· Function effectively in an automated environment <br> 
· Daily use of phone, fax, copiers and general office and communication equipment. <br> 
· Occasional use of laptop computer. <br> 
· Frequent use of computer and related software applications and the Internet at a workstation. <br> 
· Sitting in a seated position for extended periods of time. <br> 
· Use of a hand cart to transport documents and/or equipment up to 15-20 lbs., i.e. laptop computer, files, reference manuals, solicitation documents, etc. <br> 


