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                                                                     ELECTRICIAN SUPERVISOR

     NOTE:  Each position within this classification may perform some or all of these tasks.
	Task #
	Task
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	SUPERVISION

	1. 
	Supervises the activities of journey level electricians, subcontractors, vendors involved in the maintenance and operation of building electrical systems (i.e., light fixtures, motors, heaters, transformers, safety life systems generators, electrical distributors, etc.) using various methods, tools and equipment (i.e., computer software, memos, letters, standard forms, files, MS Office, ABMS, PAL and Maximo, meetings, standard office equipment, automated building systems, emergency management systems, motor vehicle, etc.) in accordance with established federal, state and local rules, regulations, policies and recommendations (i.e., DPA, SPB, Bargaining Units, Workers’ Comp, Cal OSHA, BOMA, IEEE , NEI, CCR, NFPA, NEC, ADA, IIPP and O&E manuals) in order to construct, modify, maintain and repair all building systems for building preservation, beautification and public/tenant/employee health and safety and to ensure preservation of the State’s investment in real property under the direction of senior management.

	2. 
	Coordinates the activities of journey level electricians, subcontractors, vendors involved in the maintenance and operation of building electrical systems (i.e., light fixtures, motors, heaters, transformers, safety life systems generators, electrical distributors, etc.) using various methods, tools and equipment (i.e., computer software, memos, letters, standard forms, files, MS Office, ABMS, PAL and Maximo, meetings, standard office equipment, automated building systems, emergency management systems, motor vehicle, etc.) in accordance with established federal, state and local rules, regulations, policies and recommendations (i.e., DPA, SPB, Bargaining Units, Workers’ Comp, Cal OSHA, BOMA, IEEE , NEI, CCR, NFPA, NEC, ADA, IIPP and O&E manuals) in order to construct, modify, maintain and repair all building systems for building preservation, beautification and public/tenant/employee health and safety and to ensure preservation of the State’s investment in real property under the direction of senior management

	3. 
	Conducts interviews with candidates for employment using interpersonal and interviewing skills to determine the appropriateness of candidate qualifications to current job requirements and expectations for job performance as vacancies and new positions occur using various tools and equipment (i.e., computer software, memos, letters, standard forms, files, meetings, standard office equipment, motor vehicle, etc.) under the direction of departmental, state and federal personnel practices and procedures and under the direction of senior management.

	4. 

	Makes recommendations for hiring selections into the work unit and region using various tools and equipment (i.e., computer software, e-mail, telephone, fax, standard forms, etc.) in accordance with bargaining unit agreements and union workers if necessary, established departmental, state and federal personnel practices and procedures and under the direction of senior management.

	5. 
	[bookmark: OLE_LINK1]Completes employee (IDP) performance evaluations on an annual basis indicating accomplishments, performance goals, and areas of improvement using various standard departmental forms (i.e., computer software, memos, letters, standard forms, files, MS Office, ABMS, PAL and Maximo, meetings, standard office equipment, etc.) according to bargaining unit agreements, established departmental, state and federal personnel practices and procedures under the direction of senior management.

	6. 
	Completes probationary reports indicating accomplishments, performance and areas of improvement using various standard departmental forms (i.e., computer software, memos, letters, standard forms, files, MS Office, ABMS, PAL and Maximo, meetings, standard office equipment, etc.) according to bargaining unit agreements, established departmental, state and federal personnel practices and procedures and under the direction of senior management.

	7. 
	Takes corrective action to remove an employee or improve their performance using various methods and techniques (i.e., Adverse Action, Constructive Intervention, Counseling Memorandum, verbal warnings, etc.) in accordance with DGS policies and guidelines for the Constructive Intervention process, Department of Personnel Administration and State Personnel Board laws and rules, Union Bargaining Agreements, Workers’ Compensation and CalOSHA guidelines and under the direction of senior management.

	8. 
	Recognizes the efforts and accomplishments of staff according to bargaining unit agreements, established departmental, state and federal personnel practices and procedures.

	9. 
	Rewards the efforts and accomplishments of staff according to bargaining unit agreements, established departmental, state and federal personnel practices and procedures.

	10. 
	Provides coaching to subordinate staff relating to the tasks of the job to improve performance and productivity using interpersonal, mediation and supervisory skills in accordance with DGS policies and guidelines of the Constructive Intervention process, Department of Personnel Administration and State Personnel Board laws and rules, various Union Bargaining Agreements, Workers’ Compensation and CalOSHA guidelines and under the direction of senior management.

	11. 
	Resolves verbal conflicts (disagreements/disputes) using interpersonal, mediation, facilitation and supervisory skills to achieve and maintain a cohesive, productive work environment accordance with DGS policies and guidelines, Department of Personnel Administration and State Personnel Board laws and rules, various Union Bargaining/Unit Agreements, Workers’ Compensation and CalOSHA guidelines and under the direction of senior management.

	12. 
	Ensures staff participation in various training (i.e., safety, job performance, upward mobility, mandated, HAZ-MAT awareness.) using various methods and techniques (i.e., individual development plans, performance evaluations, training announcements, memos, team meetings, motor vehicle, etc.) in accordance with DGS, Department of Personnel Administration and State Personnel Board laws and rules, Union Bargaining Agreements guidelines, Bulding Owner Management Association (BOMA), Workers’ Compensation and CalOSHA policies and guidelines and under the direction of senior management.

	13. 
	Interprets provisions of the union bargaining agreements to ensure compliance in the course of supervising represented employees in accordance with Department of Personnel Administration and State Personnel Board Laws and Rules, Union Bargaining Agreements, BOMA, BPM, DGS, Workers’ Compensation and CalOSHA standards, policies and guidelines and under the direction of senior management.

	14. 
	Maintains subordinate staff leave accounting (i.e., absences, NDI, AWOL.) in order to maintain an accurate reporting for issuance of correct payroll warrants and billing services using various tools and or equipment (i.e., computer programs of ABMS, PAL, Maximo, etc.) in accordance with  Department of Personnel Administration and State Personnel Board laws and rules, Union Bargaining Agreements, BOMA, BPM, DGS, Workers’ Compensation and CalOSHA standards, policies and guidelines and under the direction of senior management.

	15. 
	Instructs unskilled assistants such as laborer, maintenance worker, maintenance mechanic, and electrician apprentice in various electrical duties required to complete the projects in accordance with established federal, state and local rules, regulations, policies and recommendations (i.e., DPA, SPB, Bargaining Units, Workers’ Comp, Cal OSHA, BOMA, IEEE , NEI, CCR, NFPA, NEC, ADA, IIPP and O&E manuals) in order to construct, modify, maintain electrical systems to ensure preservation of the State’s investment in real property for building preservation, and human health and safety and under the direction of senior management.

	HEALTH AND SAFETY

	16. 
	Responds to emergency calls (i.e., power outages, flooding, fire, vandalism.) during and after business hours using various methods, tools and equipment (i.e., telephone, cell phone, in person, motor vehicle, etc.) to coordinate and assist with needed services for building preservation and human health and safety as reported by employees, tenants, public, and emergency personnel in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, and Cal OSHA standards, policies and recommendations and under the direction of senior management.

	17. 
	Assists in maintenance of health and safety programs and building systems to comply with local, State and Federal laws and regulations; including, but not limited to air toxins, emissions, CFC’s (AB 2588); asbestos (AB 3713); PCBs, pesticides, hazardous wastes (AB2189), safety training under the Injury and Illness Prevention Program (Title 8 and SB 198), lead notification, etc., using various tools and equipment (i.e., computer software, memos, letters, standard forms, files, and Maximo, standard office equipment, motor vehicle, etc.) in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, BOMA and Cal-OSHA standards, policies and recommendations for building preservation, and human health and safety.

	18. 
	Provides reports (i.e., quarterly/annual building inspections, IIPP, hazardous waste manifests, etc.) to ESHOP in order to maintain a safe and healthy environment for the benefit of all employees and the public under direction of the BPM Environmental Safety and Health Unit (ESHOP), in compliance with laws and regulations of the Occupational Safety and Health Administration (OSHA), Safety Training (AB2189), Injury and Illness Prevention Guidelines (IIPP and SB 298), Workers’ Compensation (Title 8 and SB 198) and under the direction of senior management.

	19. 
	Assists in executing the plans for Emergency Response, Disaster Recovery and Business Resumption, and Hazardous Materials and Waste Manifest in order to maintain a safe and healthy environment for the benefit of all employees and the public under direction of senior management and the BPM Environmental Safety and Health Unit (ESHOP), in compliance with laws and regulations of the Occupational Safety and Health Administration (OSHA), Safety Training (AB2189), Injury and Illness Prevention Guidelines (IIPP and SB 198), Workers’ Compensation (Title 8 and SB 298) and under the direction of senior management. 

	20. 
	Conducts health and safety meetings, (i.e. HAZMAT Awareness training) inspections, and training using various tools and equipment (i.e., computer software, memos, letters, standard forms, files, MS Office, ABMS, PAL and Maximo, meetings, standard office equipment, motor vehicle, etc.) in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive Orders, established departmental, BOMA and Cal OSHA standards, policies and recommendations for building preservation, and human health and safety as directed by senior management and the BPM Environmental Safety and Health Unit (ESHOP).

	21. 
	Assists in the implementation of various safety plans (i.e., Emergency Response Plans, Disaster Recovery and Business Resumption Plans, HazMat Business Plan, HazWaste Manifest, etc.) required by code using various tools and equipment (i.e., computer software, memos, letters, standard forms, files, MS Office, ABMS, PAL and Maximo etc.) in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, BOMA and Cal-OSHA standards, policies and recommendations for building preservation, beautification and public/tenant/employee health and safety under direction of senior management and the BPM Environmental Safety and Health Unit (ESHOP).

	22. 
	Participates in training programs regarding safety and building codes using various methods, tools and equipment (i.e., books, manuals, computer software, motor vehicle.) in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, BOMA and Cal-OSHA standards, policies and recommendations for building preservation, beautification and public/tenant/employee health and safety and under direction of senior management and the BPM Environmental Safety and Health Unit (ESHOP).

	BUDGET AND FISCAL MANAGEMENT

	23. 
	Monitors expenditures utilizing reports to ensure appropriate spending of Department of Finance approved operating and personnel budgets (i.e., contract services, PY hours, equipment, supplies, special repairs, recurring maintenance.) using various tools and equipment (i.e., computer software, memos, letters, standard forms, files, MS Office, ABMS, PAL and Maximo.) in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive Orders, established departmental, BOMA and Cal-OSHA standards, policies and recommendations for building preservation and human health and safety and under the direction of senior management.

	24. 
	Oversees acquisitioning of supplies, tools, and equipment while meeting procurement goals and objectives (i.e., small/disabled business, micro business, recycle, green.) using various tools and equipment (i.e., computer software, memos, letters, standard forms, files, MS Office, ABMS, PAL and Maximo, motor vehicle.) in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive Orders, established departmental, BOMA and Cal OSHA standards, policies and recommendations for building preservation, and human health and safety and under the direction of senior management.

	25. 
	Assists in the preparation of the 5-year Special Repairs and Improvement plans for the management unit to project expenditures needed to maintain building operations, design specifications, building improvements, LEED and ADA compliance, using various tools and equipment (i.e., computer software, memos, letters, standard forms, files, MS Office, ABMS, PAL and Maximo, standard office equipment, automated building systems.) in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, BOMA and Cal OSHA standards, policies and recommendations for building preservation, and human health and safety and under the direction of senior management.

	PROJECT MANAGEMENT

	26. 
	Assists management with the preparation of construction-related activities in State-owned and leased buildings to preserve the State’s investment in real property and to promote quality service to customers using various tools and equipment (i.e., construction documents, plans, specifications, computer software, memos, letters, standard forms, files, MS Office, ABMS, PAL and Maximo, standard office equipment, motor vehicle.) in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, BOMA and Cal-OSHA standards, policies and recommendations for building preservation and human health and safety and under the direction of senior management. 

	27. 
	Maintains cooperative relationship with others (i.e., contractors, vendors, building staff, tenants, public.) to fulfill strategic plans and goals using various methods, tools and equipment (i.e., personal communication skills, computer software, memos, letters, standard forms, files, meetings, standard office equipment, motor vehicle.) in accordance with departmental standards, policies and recommendations for building preservation, and human health and safety and under the direction of senior management.

	28. 
	Participates in resolving project discrepancies in order to maintain timeliness of schedule and quality control using various tools and equipment (i.e., computer software, memos, letters, standard forms, files, MS Office, ABMS, PAL and Maximo, standard office equipment, motor vehicle.) in accordance with local, State and Federal laws, rules and , Governor’s Executive Orders, established departmental, BOMA and Cal-OSHA standards, policies and recommendations for building preservation, and human health and safety and under the direction of senior management.

	29. 
	Implements energy conservation practices being provided through principles and technology to save energy, resources, and costs using various tools and equipment (i.e., computer software, memos, letters, standard forms, files, MS Office, ABMS, PAL and Maximo, standard office equipment, automated building systems.) in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, BOMA and Cal-OSHA standards, policies and recommendations for building preservation, and human health and safety and under direction of senior management.

	30. 
	Monitors construction, equipment warranties and related systems by formal and timely written notice to contractors/vendors. Ensure building and associated systems are operating at design specifications in accordance with manufacture/OEM specifications using various tools and equipment (i.e., computer software, memos, letters, standard forms, files, MS Office, and Maximo, standard office equipment, automated business systems, motor vehicle.) in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, BOMA and Cal OSHA standards, policies and recommendations for building preservation, and human health and safety and under the direction of senior management.

	31. 
	Recommends changes, modifications and alterations in mechanical, electrical, and other related building system to ensure preservation of the State’s investment in real property using various tools and equipment (i.e., computer software, memos, letters, standard forms, files, MS Office, and Maximo, meetings, standard office equipment, automated building systems, construction specifications and plans, motor vehicle.) in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, BOMA and Cal OSHA standards, State Fire Marshall, Access Compliance (ADA) policies and recommendations for building preservation, and human health and safety and under the direction of senior management.

	32. 
	Reviews construction documents (plans and specifications) to prepare project cost, material and labor estimates, in order to ensure preservation of the State’s investment in real property using various tools, resources and equipment (i.e., computer software, memos, letters, standard forms, files, MS Office, and Maximo, meetings, standard office equipment, motor vehicle.) in accordance with established State and Federal laws, rules and regulations, departmental and Cal OSHA standards, policies and recommendations and under the direction of senior management.

	33. 
	Maintains a comprehensive preventive maintenance program in order to ensure preservation of the State’s investment in real property/equipment using various tools, resources and equipment (i.e., computer software, memos, letters, standard forms, files, MS Office, ABMS, PAL and Maximo, meetings, standard office equipment, automated building systems, construction blueprints, specifications and plans.) in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, BOMA and Cal OSHA standards, policies and recommendations for building preservation, and human health and safety and under the direction of senior management.

	34. 
	Promotes departmental mandates in the work place with regard to safety, security, Equal Employment Opportunity (EEO), Americans with Disabilities Act (ADA), and other personnel practices as defined by regulatory agencies and established guidelines/policies using various methods (i.e., staff meetings, training, bulletins, posted notices, e-mail.) in order to ensure a discrimination-free and a safe work environment and under the direction of senior management.

	35. 
	Distributes various information/announcements (i.e., training, safety, EEO, Labor Relations, Merit Award Suggestion programs, JOB postings, post and bid, building updates/notices.) using various tools and equipment (i.e., computer software, memos, letters, standard forms, files, MS Office, standard office equipment, motor vehicle.) in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, and Cal OSHA standards, policies and recommendations under the direction of senior management.

	36. 
	Ensures client satisfaction by supervising service delivery. Achieve business goals by providing a quality environment through quality service using various tools and equipment (i.e., computer software, memos, letters, standard forms, files, MS Office, standard office equipment, motor vehicle.) in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, BOMA and Cal OSHA standards, policies and recommendations for building preservation, and human health and safety and under the direction of senior management.
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