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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

8978-PROC
ANALYST’S INITIALS

SJ
DATE

9.29.14


	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

306-496-1139-005
	TENURE

PERMANENT
	TIME BASE

FT
	CBID

RO1

	OFFICE OF

Procurement Division
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY

$2,740.00 - 
TO
$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 Third Street, West Sacramento
	

	
	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)  375-4513
	PUBLIC PHONE NUMBER

(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE

Nancy Huth, Staff Services Manager I
	FILE BY

10/14/14

	br> For a complete duty statement please email darlene.mccormick@dgs.ca.gov<br>
SELECTION CRITERIA: Please reference RPA #8978 on your application. <br>
· Please submit a completed State Application (STD 678) and resume to the address above <br>
· SROA/Surplus, & Re-employment employees are encourage to apply<br>
· Transfers, reinstatements, or recruitment form the employment list, and a Training and Development 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’s employment list.<br>
· Out of class assignment may be considered, all methods of appointment will be considered. <br>
Application will be evaluated based on eligibility and desirable qualification and interviews may be scheduled. <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>
Under the general supervision of a Staff Services Manager I, the incumbent is responsible for general clerical and technical support for the Office of Small Business and DVBE Services (OSDS). <br>
<br>
ESSENTIAL FUNCTIONS <br>
In order to ensure timely and accurate processing of incoming and outgoing mail in accordance with the OSDS’ policies and guidelines using a personal computer with Microsoft Office Products, certification related software applications, and various office equipment: <br> 
· Processes all incoming mail on a daily basis by manually opening, date stamping using automatic date stamp machines, and distribute to appropriate staging area and/or staff <br> 
· Receives fax and email correspondence and distributes to appropriate staging area and/or staff <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

Office Technician (Typing) 
	POSITION NUMBER

306-496-1139-005
	RPA NUMBER

8978-PROC
	FILE BY


10/14/14

	· Responds to inquiries regarding eligibility requirements for Small Business (SB) and Disabled Veteran Business Enterprise (DVBE) certification, online application questions, and in some cases, required supporting documentation to complete the online process <br> 
· Reviews and inputs large volumes of business and certification-related information into the online application, including attaching supporting documents to appropriate files (BidSync)typing certifications into the Certification Database  <br> 
<br> 
In order to promptly process electronic information, using a personal computer and paper applications , online application, in accordance with OSDS policies and guidelines: 
· Generates certification/ application reports on a daily basis  <br>
· Identifies urgent application requests for expedite processing for immediate assignment <br> 
· Develops appropriate responses to email inquiries <br> 
<br> 
In order to maintain records management ensure the accurate location of paper and online application/ certification records, in accordance with SB/DVBE certification policies and guidelines:

· Creates or retrieve files and distribute paper records to the appropriate staff, processing areas or central files <br> 
· Requests record retention list annually from systems administrator to identify files to be archived:

· Retrieve and reconcile records retention list <br> 
· Retrieve files from file rooms <br> 
· Update online records with retention information <br> 
· Coordinate shipment of records to State Records Center <br> 
<br> 
In order to promptly process electronic information, using a personal computer and paper applications , online application, in accordance with OSDS policies and guidelines:

· Generates certification/ application reports on a daily basis <br> 
· Identifies urgent application requests for expedite processing for immediate assignment <br> 
· Develops appropriate responses to email inquiries <br> 
<br> 
In order to maintain records management ensure the accurate location of paper and online application/ certification records, in accordance with SB/DVBE certification policies and guidelines:

· Creates or retrieve files and distribute paper records to the appropriate staff, processing areas or central files <br> 
· Requests record retention list annually from systems administrator to identify files to be archived:

· Retrieve and reconcile records retention list <br> 
· Retrieve files from file rooms <br> 
· Update online records with retention information <br> 
· Coordinate shipment of records to State Records Center <br> 
MARGINAL FUNCTIONS  <br>
To ensure a quality printed product, maintain copier, calculator, printer, computer, and fax machines by replacing paper and cartridges and toner materials as required following manufacturer instructions.  
<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 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> 
· Excellent verbal communication skills <br> 
· Maintain good attendance <br> 
· Ability to respond to customers with tact and diplomacy <br> 
<br> 
SPECIAL PERSONAL CHARACTERISTICS  <br> 
· Display courteous nature, be composed and calm <br> 
· Maintain a positive and professional attitude when dealing with peers and customers <br> 
<br>
INTERPERSONAL SKILLS  <br> 
· Receive direction amenably, act on instruction provided and consistently exercise a high degree of initiative and independence in performing assigned tasks <br> 
· Display accuracy, precision, completeness, neatness and appropriate quantity and quality of work

<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES <br> 
· Focus on essential tasks and duties during an 8-hour workday <br> 
· Frequent daily use of a personal computer <br> 
· Reach overhead and below waist to pull and re-file Certification Records <br> 
· Occasional lifting required (up to 50 pounds) <br> 
· Frequent use of telephone, fax and photocopy machines <br> 
· Requires ability to deal effectively and professionally with visitors and staff <br> 
· Requires ability to deal effectively with multiple tasks simultaneously (i.e. telephone calls, visitors, deliveries, mail, etc.) <br>



