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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

9847- PMDB
ANALYST’S INITIALS

NSW
DATE

05/21/15


	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

Departmental Construction & Maintenance Supervisor
	POSITION NUMBER

719-805-4126-980
	TENURE

 FORMDROPDOWN 
      
	TIME BASE

 FORMDROPDOWN 
      
	CBID

S09

	OFFICE OF

Real Estate Services Division
	LOCATION OF POSITION (CITY or COUNTY)

707 Third Street, West Sacramento, CA 95605
	 FORMDROPDOWN 
 SALARY

$8.122
TO
$10,166
     

	SEND APPLICATION TO:

Personnel Liaison 
707 Third Street, 5th Floor
West Sacramento, CA 95605


Attn:  Jody Zonneveld
	REPORTING LOCATION OF POSITION

707 Third Street West Sacramento
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 8:00 am - 5:00 pm
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916)  376-1860
	PUBLIC PHONE NUMBER

(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE

Capital Outlay Program Manager
	FILE BY

06/02/15


	PLEASE REFERENCE RPA 9847 ON THE APPLICATION AND THE BASIS OF YOUR ELIGIBILITY
<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> 

SELECTION CRITERIA <br> 

· SROA/Surplus employees are encouraged to apply. br> 
· Transfers, reinstatements, or recruitment from the employment list may be considered.  <br> 
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled.  <br>
<br>
ESSENTIAL FUNCTIONS <br>
Supervisory, Administrative, and Policy-Related Responsibilities
Supervises and directs Project Directors and Associate Construction Analysts concerning their involvement in managing multi-project programs, large special repair projects and capital outlay projects in order to fulfill the lead role in developing and implementing solutions to difficult issues and problems associated with these projects.  <br> 

<br> 

Monitors and adjusts staff workload in order to ensure completion of projects in a timely manner in accordance to branch policies and procedures using ABMS, workload reports and Microsoft Project.  <br> 

<br> 

Develops with each employee an Individual Development Plan (IDP) setting forth performance expectations utilizing DGS on-line systems.

•Monitors performance by following up with employees to ensure they are meeting the IDP expectations.

•Assists and mentors employees to ensure they obtain appropriate training and expertise to achieve the goals

 as set forth in IDP.  <br> 

<br> 

Assure that staff conforms to all established office guidelines, policies and procedures and when necessary documents breaches in conduct with appropriate corrective measures that are required.   <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.

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

Departmental Construction & Maintenance Supervisor 
	POSITION NUMBER

719-805-4126-980
	RPA NUMBER

9847- PMDB 
	FILE BY


06/02/15

	<br> 

Reviews and approves all delegated documentation prepared by staff including but not limited to, Project Management Plans, project budgets and schedules, Travel Expense Claims (TEC), Proposed Change Orders and Request for Contract Services (RFCS).  <br> 

<br> 

In order to maintain an accurate reporting to both the State Controller’s Office (SCO), for issuance of correct payroll warrants, and to the Office of Fiscal Services (OFS) for the billing of services to clients through the use of the Project Accounting & Leave (PAL) system in accordance with DGS policies and guidelines reviews and approves staff time entries. Effectively manages and directs staff  in accordance with all State established personnel policies, rules and regulations:

•Grants or denies staff request for time off or requests to work overtime.

•Ensures staff has sufficient leave credits available for the requested leave.

•Approves PAL entries for staff on dock or AWOL on or before the designated SCO’s semi-monthly or monthly payroll cut-off date in order to ensure issuance of a SCO warrant for pay day.

•Approves or disapproves PAL entries for staff within three (3) working days after the completion of the pay period.  This is to ensure that staff hours are within approved budgets, and includes issuance of correct overtime pay due to an employee and proper billing to clients for services rendered.  <br> 

<br> 

Project Development and Management
The DCMS administers repair and maintenance projects and is the PMDB single point-of​ contact of all repair and maintenance projects at assigned institutions/facilities. The DCMS assesses feasibility, efficiencies, and life cycle cost of proposed projects, develops/writes preliminary specifications and cost estimates using CADD and related computer software.  Reviews working drawings, as-built drawings and other documents to ensure compatibility and workability of proposed project with existing systems and structures using CADD, overlays, and communication with staff in other areas of Facility Planning, Construction and Management.  <br> 

<br> 

The DCMS is responsible for the maintenance and repair of facilities and will be responsible for coordinating scheduling and executing a statewide program of preventive maintenance, as well as all repair services.  Reviews contractor's requests for information, product data submissions, and contractor's requests for substitutions.  Provides design and operational input for maintenance and repair projects.  Provides project input and tracks and facilitates construction and repair projects, as well as provide design reviews and site inspections to ensure quality control.  <br> 

<br> 

The DCMS prepares requests for approval of plans and specifications, schedules and attends meetings with state agencies and consultants, coordinates the State Fire Marshal review and the Division of the State Architect approval of project plans by scheduling and attending meetings with the State Fire Marshal and the Division of the State Architect to represent and consult, and coordinates inspection of projects by Department of General Services (DGS) inspectors.  <br> 

<br> 

In order to ensure the ongoing operations of the DGS state owned buildings in a secure and safe environment, the DCMS consults and works with Managers, staff, and appropriate planning, design, and construction staff to find solutions to building issues and develop projects, to determine building needs and requirements by reviewing all special repair, maintenance, alteration specifications, and cost estimates of proposed projects. Develops repair, system renewal, and maintenance project delivery strategies that bundle multiple projects across multiple funding years into a single contract. Conducts detailed on-site inspections before, during or after construction to establish and document baseline performance of mechanical and building systems, and makes recommendations for and approves change orders and scope changes.  Provides technical advice and consultation to Managers and staff regarding maintenance and operations issues. <br> 

<br> 

Provides advice to staff when required to solve problems beyond local expertise and/or authority, participates as a team member on annual compliance reviews/audits at all existing buildings to ensure statewide standardized compliance is attained.  Conducts review/audit and provide follow up on all Corrective Action Plans, represents the State in work/coordination with control agencies and impacted institutions as necessary, coordinates and conducts contractor meetings, schedules, and inspections at work sites to ensure contractor compliance with the California Code of Regulations, Code of Federal Regulations, and DGS policies and procedures, during construction, retrofit, or repair.  <br> 

<br> 

Review compliance with all appropriate policy, procedures, and regulations by preparing and maintaining accurate records for applicable compliance with regulatory agencies and Departmental requirements. Attends executive, administrative, project team, project oversight, project status, project budgetary, and review committee meetings.  <br> 

<br> 

Project Funding and Fund Management
In order to administer the annual budget for repairs, system renewals, and maintenance projects, the DCMS conducts investigations, analysis, develops facts, and prepares reports on priority or acceptability of project for inclusion in the budget, develops detailed estimates for repairs and maintenance, submits recommendations for alternative funding sources, works with consultants and/or DGS staff to develop the final budget, monitors project expenses and ensures appropriate spending utilizing Microsoft Excel.  Approves requests for transfer of funds and ensures appropriate funding codes are used, oversees the reconciliation of expenditures and makes recommendations on problem resolution using project records.  <br>
<br>
Reviews consultant and contractor proposed billing/invoices/progress payments ensuring appropriate coding for payment, and approves/disapproves the billings/invoices/progress payments for payment. Manages budget for repairs and maintenance for current and succeeding fiscal years in accordance with Five-Year Plan using appropriate software or systems.  Conducts inspections to confirm that progress payments meet materials and technical requirements, timeframes, and other requirements of the project scope prior to approval of payment. Obtains approval to secure funding for code compliance changes; mandated program changes or facility maintenance and improvements needs associated with the repair and maintenance of state owned buildings. Reviews change order requests and cost revisions for compliance with design/security requirements and fiscal control.  <br>
<br>
Five-Year Plan and Other Documents
Performs a variety of statistical and analytical project-related studies; researches and identifies information, prepares reports, charts, and graphs; evaluates work process, and project schedules for management as needed. Makes recommendations, writes, edits, and provides information to management on various program issues. Works in conjunction with the managers in the preparation of the Five-Year plan for repair projects; establishes priority of projects, and makes recommendations for inclusion in the Five-Year Plan.  <br>
<br>
Provide leadership of the construction projects, establishing priorities, overseeing project development and completion and preparation of program status reports.  <br>
<br>
Ensures compliance with asbestos mitigation & notifications, hazardous material removal, indoor air quality management compliance as well as all air quality management district rules and regulations.  <br>
<br>
MARGINAL FUNCTIONS <br> 
<br> 
When required, represent PMDB in discussions of DGS owned facility maintenance and repair projects with Cabinet level officers, Department of Finance, Legislative Analyst Office and the Legislature.    <br>

  <br>

Represent Section Chief as needed. <br> 
<br> 
KNOWLEDGE AND ABILITIES <br> 
Knowledge of: Building construction, building details, and materials; operation, care, and maintenance of large plants and facilities and maintenance costs of buildings and equipment; heating, ventilating, and refrigeration systems; water and sewage treatment plants; engineering mathematics as applied to mechanical and electrical equipment; building construction costs; planning and design relating to buildings and mechanical equipment and presenting departmental programs and preparing preliminary cost estimates for budgetary purposes; work of the various building trades; various building codes and safety orders, and rules and regulations pertaining to buildings and institutions; structural engineering design; principles of effective supervision and laying out work of others, and directing them in their work; department's Equal Employment Opportunity Program objectives; a manager's role in the Equal Employment Opportunity Program and the processes available to meet Equal Employment Opportunity objectives. <br> 
<br> >
Ability to: Present departmental programs and prepare preliminary cost estimates for budgetary purposes; make field inspections of construction and maintenance operations and detect deviations from plans and specifications, lay out work for others, and direct them in their work; analyze maintenance and construction problems including cost and budgetary estimates; establish and maintain cooperative relations with those contacted in the work; dictate correspondence and prepare technical reports; effectively contribute to the department's Equal Employment Opportunity objectives. <br> 
<br> 
DESIRABLE QUALIFICATIONS <br> 
· Knowledge of DGS-owned buildings and maintenance programs. <br>
· Knowledge of ABMS. <br>
· Knowledge of estimates for construction projects. <br>
· A working knowledge of spreadsheets. <br>
· A working knowledge of Oracle applications and database management. <br>
· Excellent customer service orientation. <br>
· Ability to analyze numbers, facts and data accurately. <br>
· Work under pressure and to perform completed staff work. <br>
· Excellent interpersonal and communication skills. <br>
· Maintain a positive attitude and eagerness to learn. <br>
· Ability to be a proactive independent team player. <br>
<br>
WORK ENVIRONMENT, MENTAL AND PHYSICAL ABILITIES <br>
· Frequent travel Statewide. <br>
· Office environment, business dress. <br>
· Requires ability to effectively handle stress and multiple tasks and tight deadlines calmly and efficiently. <br>
· Ability to communicate with the spoken word in the English language. <br>
· Ability to communicate confidently and courteously with people. <br>
· Ability to consistently exercise good judgment. <br>
· Fine motor skills for computer and office machine use. <br>
>
< 



