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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

9646 -ETS
ANALYST’S INITIALS

AIO
DATE

2/19/15


	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

306-072-1139-006
	TENURE

 FORMDROPDOWN 
      
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R04

	OFFICE OF

Enterprise Technology Solutions
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY

$2,740
TO
$3,429


	SEND APPLICATION TO:

Department of General Services
P.O. Box 989052
MS 300
West Sacramento, CA  95798-9052
Attn:  Mindy Graybill
	REPORTING LOCATION OF POSITION

707 3rd Street, 3rd Floor
	

	
	SHIFT AND WORKING HOURS

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

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916)  375-4786
	PUBLIC PHONE NUMBER

(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE

Kathy Schnabel, SSM I
	FILE BY

3/6/2015


	Please reference RPA #9646-ETS on your State application<br>
<br>
SELECTION CRITERIA - - <br>
· Please submit a completed State Application (STD 678) and resume to the address above<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>
DUTIES<br>
<br>
Under the general direction of the Administration Section Manager, Staff Services Manager I (SSMI), the incumbent is responsible for administrative clerical functions for Enterprise Technology Solutions including Personnel Liaison duties for Enterprise Technology Solutions; complying with laws, rules, regulations, directives, policies, procedures, and guidelines of the Department of General Services, and CalHR.  The incumbent also functions as the Attendance Clerk performing administrative tasks related to attendance, employee benefits, and clerical support for the Administration Unit.<br>
<br>
ESSENTIAL FUNCTIONS<br> 
<br>
Under the direction of the Administration Section Manager, SSM I, the Office Technician (OT) serves as the Personnel Liaison (PL) for Enterprise Technology Solutions (ETS).  This position is responsible for preparing the required HR documentation and assisting management through the hiring process; assisting management with program goals; and ensuring ETS is in compliance with SAM and DOF requirements.  In addition, the OT functions as the Attendance Clerk, and provides clerical support for management and employees: <br>
· Prepares and/or oversees preparation of various personnel documents (e.g., Request for Personnel Action (RPA), Job Opportunity Bulletins (JOB), duty statements, organizational charts, etc.; obtains various level approvals and submits RPA documents via the Automated RPA system. <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
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	 CLASS TITLE

Office Technician (Typing)
	POSITION NUMBER

306-072-1139-006
	RPA NUMBER

9646-ETS
	FILE BY


3/6/2015

	· Creates and types ETS internal HR forms, templates, check list sheets for supervisors.<br>
· Requests candidate minimum qualifications and list eligibility verification with OHR; monitors expiration dates of lists for possible extension. <br>
· Coordinates hiring interviews by preparing interview materials, scheduling candidate’s interviews, and arranging panel members.<br>
· Reconciles positions with the DGS Office of Fiscal Services, OHR position control staff, and ETS budget analyst by comparing ABMS position reports and organizational chart against the ETS internal vacancy reports.  Reviews ETS vacancy and other personnel reports for position control and reports to Admin Manager the status of positions utilizing MS Office.<br>
· Creates spreadsheets for ETS internal vacancy report.<br>  

· Reviews and documents current staffing needs and estimated retirements for ETS considering the sensitivity of ETS’ various programs and proposed new programs. <br>
· Confirms exam requests with Exam/Selection Unit by validating that the requested exams have been administered or are still scheduled. <br>
<br>
In order to provide clerical support to the CIO and ETS Management in accordance with DGS Correspondence Guidelines and ETS Management policies: <br>
· Distribute all employee notices, job bulletins, and other operations documents by forwarding electronically through Outlook and/or on placing on bulletin board. <br>
·    Assist the CIO and ETS management by scheduling meetings such as the weekly CIO meeting and the manager meetings, using the Outlook calendar as requested by management.<br>
·    Prepare agendas by typing, formatting and photocopying and make arrangements by contacting the ETS Help Desk and reserving specialized equipment, which may include delivering equipment to conference rooms. <br>
· Prepare executive correspondence, coordination sheets and Administrative Orders by typing and formatting letters and memoranda, using word processing software (e.g. Microsoft Word and Excel) and independently packaging for delivery to the Executive Office, Agency, and control agencies. <br>
· Initiate routing and tracking of correspondence and ensuring deadlines are met, following up, and ensuring accurate and efficient retrieval of the documents by utilizing organizational skills. <br>
· Assist the CIO and upper management with creating Power Point Presentations for various staff meetings, such as the ETS all-staff meeting. <br>
· Prepare and set-up meeting rooms for Power Point Presentations by coordinating laptop and, conference call set-up, and assist by operating the laptop while presenter presents<br>
· Process all incoming U.S. mail and interoffice mail on a daily basis by manually opening, date stamping using the automatic date stamp machine, and manually distributing mail. <br>
<br>
In order to maintain accurate reporting to the State Controller’s Office (SCO) for issuance of correct payroll warrants, performs the following attendance clerk functions for approximately 120 employees, in accordance with the above guidelines:<br>
· Verifies PAL timesheets are submitted and approved prior to the SCO interface date by generating Employee Status and Total Time Worked reports<br>
· Resolves PAL problems and/or discrepancies involving leave balances, overtime reported and work time, including Alternate Work Week Schedules, by communicating with staff and Personnel Transactions Unit as needed. <br>
· Enters and/or corrects employee time in PAL as directed by the supervisor or manager including posting PAL for employees on extended leave, i.e., maternity, NDI, IDL, etc. <br>
· Generates reports from ABMS (i.e. overtime, leave balance, etc.) to monitor leave balances and time usage to support information reflected on the monthly dock report submitted to OHR and/or as directed by supervisors/managers. <br>
· Works closely with OTR’s disability coordinator to accurately reflect any work related injuries or non-industrial disabilities on PAL. <br>
· Alerts OHR of new employee by entering new employee information on the ABMS Quick Employee Entry screen upon receipt of hiring documents from the Personnel Liaison (PL) or Supervisor. <br>
· Alerts OHR and Fiscal Services of employee separation by entering information into ABMS upon notification from PL or Supervisor. <br>
<br>
In order to provide employees with information and assistance in applying for State-sponsored benefits programs: COBRA, Consolidated Benefits, Dental, FlexElect, Legal Services, Life Insurance, Long Term Disability, Rural Health Care Equity, Vision, Health, Retirement, etc. in accordance with bargaining unit contract provisions and applicable DPA rules and the Benefits Administration Manual, Cal-PERS guidelines, and HR Memorandums: <br>
· Assists employees in enrollment/changes and by reviewing and submitting required forms to OHR for processing.<br>
· Advises employees of benefits available based on eligibility criteria. <br>
· Maintains hard copy supplies of benefit information and enrollment forms by ordering materials from the Office of State Printing or CalPers and receiving and restocking as needed.  Directs employees to specific websites for automated forms. <br>
· Acts as liaison with OHR Personnel Transactions to resolve errors or discrepancies with employee benefits. <br>
· Facilitates the annual open enrollment period for health, dental, flex, and other misc. benefits by notifying employees of timeframes and various deadlines, etc. <br>
<br>
In order to assist employees and supervisors with personnel-related issues and information, provides assistance with completion of misc. personnel forms in accordance with bargaining unit contract provisions and applicable DPA, SPB, and OHR rules, regulations and guidelines <br>
· Distributes, on a monthly basis, probationary, IDP, and range change forms to supervisors for completion by utilizing PAL and ABMS for due dates for employee probationary reports, annual IDP, and range changes. <br>
· Submits completed reports to OHR to be included in employees’ Official Personnel File. <br>
· Processes catastrophic leave requests by typing and circulating request memos and processing leave donations.<br>
<br>
As the Safety Coordinator for ETS, act as a liaison between ETS and the DGS Safety Coordinator.  This includes serving as a departmental Incident Commander for emergency responses and/or drills and implementing safety planning, rules, work procedures, and a safety communications system with ETS staff to ensure employee compliance with safe work practices and emergency preparedness.  This includes: <br>
· Establish, implement and maintain ETS contingency, emergency, and Workplace Injury and Illness Prevention Program (IIPP) procedural manuals. <br>
· Coordinate and assign members to the Ziggurat Emergency Response Team (ZERT) for ETS ensuring all ZERT team members are knowledgeable of departmental emergency procedures and designated safety roles. <br>
· Work with the office and other departmental staff to develop, evaluate, and update ETS departmental action and emergency plan. <br>
· Review, obtain, and distribute information regarding safety to ETS employees in order to maintain a safe and healthful workplace. <br>
· Report unsafe conditions and accident prevention opportunities to management for action. <br>
· Secure and maintain adequate First Aid kits and emergency supplies and automated external defibrillator (AED).<br>
· Represent ETS on departmental Health and Safety Committee and IIPP meetings<br>
<br>
In order to facilitate the ETS staff  in their travel and scheduling arrangements<br>
· Act as Travel Coordinator for the ETS staff; assisting with travel arrangements by utilizing the Travel Management System Concur, on-line travel reservations. <br>
· Assist ETS staff with travel arrangements by utilizing the Concur Website for Airfare, Hotel, and Car Rental<br>
· Attend Quarterly Travel Coordinator meetings<br>
· Distribution of Travel Bulletins to ETS employees utilizing Outlook<br>
<br>
Supply Room & Business Services<br>
In order to ensure office supply room is stocked with the required office and printer supplies, incumbent compiles on a month basis a listing of office and printer supplies for purchasing.  Incumbent prepares the purchase requisitions utilizing the Activity Based Management System (ABMS); forwards for approval and submits to OBAS for processing. <br>
<br>
Acts as a liaison with the Business Services Section (BSS) and Building Management to resolve issues relating to space, heating, cooling concerns, repairs alterations, hazardous conditions, janitorial services, phone services, etc., through the use of effective verbal and written communication. <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>
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>
<br>
DESIRABLE QUALIFICATIONS<br>
· Knowledge of Oracle applications, specifically ABMS and PAL<br>
· Knowledge and experience preparing correspondence for another person’s signature<br>
· Knowledge of Word, Excel, Outlook, and Visio<br>
<br>
ADDITIONAL QUALIFICATIONS<br>
· Demonstrate good organizational and time management skills and the ability to prioritize multiple tasks and meet deadlines. <br>
· Dependable and excellent attendance and punctuality record. <br>
· Effective ability to interpret written materials and convey information to employees and customers. <br>
· Ability to read, interpret and apply technical guidelines from various sources. <br>
<br>
INTERPERSONAL SKILLS<br>
· Ability to work as a team member and independently.<br>
· Demonstrate conscientiousness and professionalism in the work environment.<br>
· Exercise a high degree of confidentiality and respect for personnel-related information. <br>
· Display mature judgment, tact, and discretion in all matters.<br>
· Demonstrate a positive influence on office moral and team work environment.<br>
· Ability to exercise a high degree of initiative, independence, and originality. <br>
· Excellent interpersonal skills. <br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES<br> 

· Dress appropriate for professional office environment.<br>
· Daily use of a personal computer, related software applications, and peripherals. <br>
· Lifting up to 25 pounds and/or moving boxes up to 40 pounds with assistive devices such as dollies or carts. <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>



