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FINAL ‘EDITED’ TASK LISTING

ASSISTANT CHIEF, BUILDING & PROPERTY MANAGEMENT
     NOTE:  Each position within this classification may perform some or all of these tasks.

	Task #
	Task



	POLICY


	1. 
	Assists the Office Chief (CEA 3) in the development and implementation of overall departmental and statewide policy in order to support the Department’s and Division’s mission, program goals and objectives used to deliver effective high quality services to state-owned building occupants and/or customers (e.g., taxpayers, Legislators, etc.) using various tools and/or equipment (e.g., computer software, memos, letters, standard forms, files, ABMS, PAL and/or Maximo, etc.) in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, BOMA and/or Cal-OSHA standards and policies for state-owned building preservation, beautification and/or public/tenant/employee health and/or safety.

	2. 
	Establishes and/or formulates fiscal policies to administer the BPM’s budget of approximately $262 million used to deliver effective high quality services to state-owned building occupants and/or customers (e.g., taxpayers, Legislators, etc.) using various tools and/or equipment (e.g., computer software, memos, letters, standard forms, files, ABMS, PAL and/or Maximo, calculators, etc.) in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, BOMA and/or Cal-OSHA standards and policies for state-owned building preservation, beautification and/or public/tenant/employee health and/or safety. 

	3. 
	Establishes and/or formulates policies and procedures to ensure the effective operation and conduct of BPM staff of approximately 1,530 civil service employees used to deliver effective high quality services to state-owned building occupants and/or customers (e.g., taxpayers, Legislators, etc.) using various tools and/or equipment (e.g., computer software, memos, letters, standard forms, files, ABMS, PAL and/or Maximo, calculators, etc.) in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, BOMA and/or Cal-OSHA standards and policies for state-owned building preservation, beautification and/or public/tenant/employee health and/or safety.

	4. 
	Acts for the CEA 3 as authorized by delegation authority used to deliver effective high quality services to state-owned building occupants and/or customers (e.g., taxpayers, Legislators, etc.) using various tools and/or equipment (e.g., computer software, memos, letters, standard forms, files, ABMS, PAL and/or Maximo, calculators, etc.) in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, BOMA and/or Cal-OSHA standards and policies for state-owned building preservation, beautification and/or public/tenant/employee health and/or safety.

	ADMINISTRATION

	5. 
	Assists the Office Chief (CEA 3) in planning, developing, administering and directing the maintenance and operation of state-owned or occupied buildings and grounds using various tools and/or equipment (e.g., computer software, memos, letters, standard forms, files, ABMS, PAL and/or Maximo, calculators, etc.) to ensure adequate facilities in which to conduct state business in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, BOMA and/or Cal-OSHA standards and policies for state-owned building preservation, beautification and/or public/tenant/employee health and/or safety. 

	6. 
	Represents the “owner’s” perspective when directing asset management projects using various tools and/or equipment (e.g., computer software, memos, letters, standard forms, files, MS Office, ABMS, PAL and/or Maximo etc.) in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, BOMA and/or Cal-OSHA standards and policies for building preservation, beautification and/or public/tenant/employee health and/or safety under the direction of the BPM Office Chief.

	7. 
	Reviews, signs and executes various legal documents (i.e., contracts, leases, invoices, etc.) under specific authority as delegated using various tools and/or equipment (e.g., computer software, memos, letters, standard forms, files, ABMS, PAL and/or Maximo, calculators, etc.) in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, BOMA and/or Cal-OSHA standards and policies for state-owned building preservation, beautification and/or public/tenant/employee health and/or safety.

	8. 
	Advises departmental executives on laws, rules, regulations and the most complex technical aspects of asset management programs using various tools, equipment, and/or techniques (e.g., computer software, memos, letters, standard forms, telephone, in person, etc.) in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, BOMA and/or Cal-OSHA standards and policies for state-owned building preservation, beautification and/or public/tenant/employee health and/or safety.

	9. 
	Appears before various public and private sector groups to explicate, interpret and/or defend the State’s asset management policies and programs using various tools, equipment, and/or techniques (e.g., computer software, memos, letters, standard forms, audio-visual equipment, public speaking skills, etc.) in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, BOMA and/or Cal-OSHA standards and policies for state-owned building preservation, beautification and/or public/tenant/employee health and/or safety.

	10. 
	Develops legislative proposals on legislative bills that impact the office’s asset management programs using various tools and/or equipment (e.g., computer software, memos, letters, standard forms, files, MS Office, ABMS, PAL and/or Maximo etc.) in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, BOMA and/or Cal-OSHA standards and policies for building preservation, beautification and/or public/tenant/employee health and/or safety under the direction of the BPM Office Chief.

	CLIENT DEVELOPMENT AND RELATIONS

	11. 
	Meets with high-level State executives to explain the state’s asset management program for the maintenance and operation of State-owned buildings using various tools, equipment, and/or techniques (e.g., computer software, memos, letters, standard forms, audio-visual equipment, public speaking skills, etc.) in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, BOMA and/or Cal-OSHA standards and policies for state-owned building preservation, beautification and/or public/tenant/employee health and/or safety.

	12. 
	Maintains healthy tenant relationships through periodic meetings and surveys using various tools, equipment, and/or techniques (e.g., computer software, memos, letters, standard forms, audio-visual equipment, public speaking skills, etc.) in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, BOMA and/or Cal-OSHA standards and policies for state-owned building preservation, beautification and/or public/tenant/employee health and/or safety.

	13. 
	Maintains positive working relationships with other agencies and offices with asset management responsibilities (e.g., ) to ensure timely completion of projects for state-owned building preservation, beautification and/or public/tenant/employee health and/or safety.

	PROGRAM MANAGEMENT/INFORMATION TECHNOLOGY

	14. 
	Directs and reviews the work of staff through subordinate supervisors engaged in various program functions (e.g., budgeting, accounting, contracting, special repairs, health and safety, human resources, employees and labor relations issues, staff training and professional development, management analysis and support, technology-based management information systems ABMS, MARS, etc.)

	15. 
	Conduct interviews with candidates for employment using interpersonal and/or interviewing skills to determine the appropriateness of candidate qualifications to current job requirements and expectations for job performance.

	16. 
	Make recommendations to management for hiring selections into the work unit or region using various tools and/or equipment (e.g., computer software, e-mail, telephone, fax, standard forms, etc.) in accordance with established departmental personnel practices and guidelines.


	17. 
	Complete employee performance evaluations and probationary reports indicating accomplishments, performance goals, and areas of improvement using standard departmental forms (i.e. Individual Development/Training Plan, Merit Salary Adjustments, etc.) using MS Office, ABMS, PAL and Maximo according to bargaining unit agreements, state rules, regulations and departmental policies and guidelines.

	18. 
	Document employee performance for coaching, counseling, and/or disciplinary activities using various tools and/or equipment (e.g., computer software, memos, letters, standard forms, files, etc.) in accordance with DGS policies and guidelines for the Constructive Intervention process, Department of Personnel Administration and State Personnel Board laws and rules, Bargaining Unit Agreements, Workers’ Compensation and/or CalOSHA guidelines.

	19. 
	Provide coaching to subordinate staff relating to the tasks of the job to improve performance and productivity using interpersonal, mediation and/or supervisory skills in accordance with DGS policies and guidelines for the Constructive Intervention process, Department of Personnel Administration and State Personnel Board laws and rules, Bargaining Unit Agreements, Workers’ Compensation and/or CalOSHA guidelines.

	20. 
	Apply appropriate disciplinary action to employees in the work unit using various tools and/or methods (e.g., Adverse Action, Counseling Memorandum, etc.) to improve employee performance and/or maintain continuity of completion of work assignments in accordance with DGS policies and guidelines for the Constructive Intervention process, Department of Personnel Administration and State Personnel Board laws and rules, Bargaining Unit Agreements, Workers’ Compensation and/or CalOSHA guidelines.

	21. 
	Resolve disagreements and conflicts between staff members using interpersonal, mediation, facilitation and/or supervisory skills in order to achieve and/or maintain a cohesive, productive staff in accordance with DGS policies and guidelines for the Constructive Intervention process, Department of Personnel Administration and State Personnel Board laws and rules, Bargaining Unit Agreements, Workers’ Compensation and/or CalOSHA guidelines.

	22. 
	Resolve performance problems by planning and implementing measures using various methods and/or techniques (e.g., counseling memoranda, letters, adverse action, constructive intervention, etc.) to improve employee performance in accordance with DGS policies and guidelines for the Constructive Intervention process, Department of Personnel Administration and State Personnel Board laws and rules, Bargaining Unit Agreements, Workers’ Compensation and/or CalOSHA guidelines.

	23. 
	Recognize, reward, and/or reinforce the efforts and accomplishments of staff and appropriately celebrate employee achievements in accordance with DGS policies and guidelines for the Constructive Intervention process, Department of Personnel Administration and State Personnel Board laws and rules, Bargaining Unit Agreements, Workers’ Compensation and/or CalOSHA guidelines.

	24. 
	Encourage and/or recommend staff to participate in departmental training for job performance and/or upward mobility using various methods and/or techniques (i.e., individual development plans, performance evaluations, training announcements, memos, team meetings, etc.) in accordance with DGS policies and guidelines for the Constructive Intervention process, Department of Personnel Administration and State Personnel Board laws and rules, Bargaining Unit Agreements, Workers’ Compensation and/or CalOSHA guidelines.

	25. 
	Prepare business and/or strategic plans to meet current and/or anticipated organizational needs (i.e., information technology, work practice modifications with existing business practices, etc.) using various tools and/or equipment (e.g., computer software, memos, letters, standard forms, files, MS Office, ABMS, PAL and/or Maximo etc.) in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, BOMA and/or Cal-OSHA standards and policies for building preservation, beautification and/or public/tenant/employee health and/or safety under the direction of the BPM Office Chief.

	26. 
	Develop a variety of project planning documents, such as schedules, charts, and diagrams, to define the scope of, track, and ensure completion of a variety of information technology projects in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, BOMA and/or Cal-OSHA standards and policies for building preservation, beautification and/or public/tenant/employee health and/or safety under the direction of the BPM Office Chief.

	27. 
	Approve a variety of project schedules, including planned and committed milestones and deliverables, to ensure the completion of such projects in accordance with organizational goals and objectives in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, BOMA and/or Cal-OSHA standards and policies for building preservation, beautification and/or public/tenant/employee health and/or safety under the direction of the BPM Office Chief.

	28. 
	Track and oversee a variety of project activities, such as planning, development, procurement, installation, and implementation activities, to ensure the completion of such projects in accordance with organizational goals and objectives in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, BOMA and/or Cal-OSHA standards and policies for building preservation, beautification and/or public/tenant/employee health and/or safety under the direction of the BPM Office Chief.

	BUDGET/FISCAL MANAGEMENT
	Develop and/or oversee the development of high-level project proposals and plans to obtain projection initiation approvals from management and executive management sponsors.

	29. 
	Review and evaluate proposals and contracts (such as RFPs, feasibility study reports, and economic analyses) submitted by vendors and consultants to determine appropriateness given project specifications and/or to select among competing proposals in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, BOMA and/or Cal-OSHA standards and policies for building preservation, beautification and/or public/tenant/employee health and/or safety under the direction of the BPM Office Chief.

	30. 
	Track and monitor regional expenditures against approved budgetary allocations to ensure sound fiscal management using various tools and/or equipment (e.g., computer software, memos, letters, standard forms, files, MS Office, ABMS, PAL and/or Maximo etc.) in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, BOMA and/or Cal-OSHA standards and policies for building preservation, beautification and/or public/tenant/employee health and/or safety under the direction of the BPM Office Chief.

	31. 
	Approve budget expenditures, including invoice approvals, with established work unit, program, and/or project budgets to ensure sound fiscal management using various tools and/or equipment (e.g., computer software, memos, letters, standard forms, files, MS Office, ABMS, PAL and/or Maximo etc.) in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, BOMA and/or Cal-OSHA standards and policies for building preservation, beautification and/or public/tenant/employee health and/or safety under the direction of the BPM Office Chief.

	32. 
	Identify budget revisions/augmentation needs (such as personnel years, equipment, supply order changes, budget change proposals, etc.) to ensure that budget allocations meet resource and expenditure requirements using various tools and/or equipment (e.g., computer software, memos, letters, standard forms, files, MS Office, ABMS, PAL and/or Maximo etc.) in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, BOMA and/or Cal-OSHA standards and policies for building preservation, beautification and/or public/tenant/employee health and/or safety under the direction of the BPM Office Chief.

	33. 
	Prepares the region’s annual budget to ensure sound fiscal management using various tools and/or equipment (e.g., computer software, memos, letters, standard forms, files, MS Office, ABMS, PAL and/or Maximo etc.) in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, BOMA and/or Cal-OSHA standards and policies for building preservation, beautification and/or public/tenant/employee health and/or safety under the direction of the BPM Office Chief. 

	34. 
	Monitors expenditures based on past fiscal trends and BOMA expense comparisons for government facilities to ensure appropriate spending of Department of Finance approved operating and personnel expense (i.e., hazardous waste taxes, PY hours, equipment, supplies, etc.) budgets using various tools and/or equipment (e.g., computer software, memos, letters, standard forms, files, MS Office, ABMS, PAL and/or Maximo etc.) in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, BOMA and/or Cal-OSHA standards and policies for building preservation, beautification and/or public/tenant/employee health and/or safety under the direction of the BPM Office Chief.

	35. 
	Oversees inventory, requisition, receipt and distribution of supplies, tools, and/or equipment to accomplish BPM’s procurement goals and objectives (i.e., small/disabled business, micro business, recycle, etc.) using various tools and/or equipment (e.g., computer software, memos, letters, standard forms, files, MS Office, ABMS, PAL and/or Maximo etc.) in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, BOMA and/or Cal-OSHA standards and policies for building preservation, beautification and/or public/tenant/employee health and/or safety under the direction of the BPM Office Chief.

	36. 
	Assists in the preparation of a 5-year Special Repairs and Improvement plans to project expenditures to maintain building operations at design specifications and to promote energy conservation, building improvements, to meet ADA specifications, etc. using various tools and/or equipment (e.g., computer software, memos, letters, standard forms, files, MS Office, ABMS, PAL and/or Maximo etc.) in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, BOMA and/or Cal-OSHA standards and policies for building preservation, beautification and/or public/tenant/employee health and/or safety under the direction of the BPM Office Chief.

	37. 
	Plans, organizes, and directs statewide Special Repair/Architectural Revolving Fund Projects including prioritizing repairs, reviewing contacts, funding and funding redirection using various tools and/or equipment (e.g., computer software, memos, letters, standard forms, files, MS Office, ABMS, PAL and/or Maximo etc.) in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, BOMA and/or Cal-OSHA standards and policies for building preservation, beautification and/or public/tenant/employee health and/or safety under the direction of the BPM Office Chief.

	HEALTH AND SAFETY

	38. 
	Directs statewide health and safety programs through BPM ESHOP with authority and accountability to comply with various laws (e.g., air toxics, emissions, CFCs (AB2588); asbestos (AB 3713); PCBs, pesticides, hazardous wastes (AB 2189); safety training (IIPP), injury and illness prevention (Title 8 and SB 198), and worker’s compensation in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, BOMA and/or Cal-OSHA standards and policies for building preservation, beautification and/or public/tenant/employee health and/or safety under the direction of the BPM Office Chief.

	PROBLEM SOLVING

	39. 
	Identify problems and issues relating to division programs, procedures, business processes, and/or policies to ensure that such risks are minimized and/or mitigated using various tools and/or equipment (e.g., computer software, memos, letters, standard forms, files, MS Office, ABMS, PAL and/or Maximo etc.) in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, BOMA and/or Cal-OSHA standards and policies for building preservation, beautification and/or public/tenant/employee health and/or safety under the direction of the BPM Office Chief.

	40. 
	Analyze and evaluate problems and issues relating to work unit programs, procedures, business processes, and/or policies to determine degree of impact to the delivery of completed work products, services, and/or deliverables using various tools and/or equipment (e.g., computer software, memos, letters, standard forms, files, MS Office, ABMS, PAL and/or Maximo etc.) in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, BOMA and/or Cal-OSHA standards and policies for building preservation, beautification and/or public/tenant/employee health and/or safety under the direction of the BPM Office Chief.

	41. 
	Develop solutions for problems relating to work unit programs, procedures, business processes, and/or policies to mitigate the degree of impact to the delivery of completed work products, services, and/or deliverables using various tools and/or equipment (e.g., computer software, memos, letters, standard forms, files, MS Office, ABMS, PAL and/or Maximo etc.) in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, BOMA and/or Cal-OSHA standards and policies for building preservation, beautification and/or public/tenant/employee health and/or safety under the direction of the BPM Office Chief..

	42. 
	Assist staff in developing solutions to problems and issues relating to work unit programs, procedures, business processes, and/or policies using various tools and/or equipment (e.g., computer software, memos, letters, standard forms, files, MS Office, ABMS, PAL and/or Maximo etc.) in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, BOMA and/or Cal-OSHA standards and policies for building preservation, beautification and/or public/tenant/employee health and/or safety under the direction of the BPM Office Chief.

	COMMUNICATION

	43. 
	Communicate department goals and priorities to subordinate staff using various tools and/or equipment (e.g., computer software, memos, letters, standard forms, files, MS Office, ABMS, PAL and/or Maximo etc.) in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, BOMA and/or Cal-OSHA standards and policies for building preservation, beautification and/or public/tenant/employee health and/or safety under the direction of the BPM Office Chief.

	44. 
	Develop a system of communication to keep subordinate staff informed of important department, division, or work unit issues using various tools and/or equipment (e.g., computer software, memos, letters, standard forms, files, MS Office, ABMS, PAL and/or Maximo etc.) in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, BOMA and/or Cal-OSHA standards and policies for building preservation, beautification and/or public/tenant/employee health and/or safety under the direction of the BPM Office Chief.

	45. 
	Monitor and report on activities, projects, and issues of interest to management using various tools and/or equipment (e.g., computer software, memos, letters, standard forms, files, MS Office, ABMS, PAL and/or Maximo etc.) in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, BOMA and/or Cal-OSHA standards and policies for building preservation, beautification and/or public/tenant/employee health and/or safety under the direction of the BPM Office Chief.

	46. 
	Apprise management of status and progress of work unit operations, including the delivery of products and services and issues or problems with potential impact on the completion of work assignments or the meeting of departmental and work unit goals and objectives using various tools and/or equipment (e.g., computer software, memos, letters, standard forms, files, MS Office, ABMS, PAL and/or Maximo etc.) in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, BOMA and/or Cal-OSHA standards and policies for building preservation, beautification and/or public/tenant/employee health and/or safety under the direction of the BPM Office Chief.

	47. 
	Serve as liaison with staff from other State agencies, including control agencies such as the Department of xx, the Department of Finance, and the Department of General Services; federal regulatory agency staff; vendors and consultants; and/or, the public to resolve or address problems or issues affecting work unit operations or objectives using various tools and/or equipment (e.g., computer software, memos, letters, standard forms, files, MS Office, ABMS, PAL and/or Maximo etc.) in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, BOMA and/or Cal-OSHA standards and policies for building preservation, beautification and/or public/tenant/employee health and/or safety under the direction of the BPM Office Chief.

	48. 
	Participate in meetings with a variety of participants, including other departmental staff, staff from other State agencies, representatives of federal and State regulatory and/or control agencies, consultants, vendors, and/or the public using various tools and/or equipment (e.g., computer software, memos, letters, standard forms, files, MS Office, ABMS, PAL and/or Maximo etc.) in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, BOMA and/or Cal-OSHA standards and policies for building preservation, beautification and/or public/tenant/employee health and/or safety under the direction of the BPM Office Chief.

	49. 
	Interpret and explain departmental policies, procedures, rules, laws and/or regulations affecting departmental and/or work unit operations to employees, the public, vendors, or other organizations using various tools and/or equipment (e.g., computer software, memos, letters, standard forms, files, MS Office, ABMS, PAL and/or Maximo etc.) in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, BOMA and/or Cal-OSHA standards and policies for building preservation, beautification and/or public/tenant/employee health and/or safety under the direction of the BPM Office Chief.

	50. 
	Make presentations to employees and management on issues related to departmental programs and services using various tools and/or equipment (e.g., computer software, memos, letters, standard forms, files, MS Office, ABMS, PAL and/or Maximo etc.) in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, BOMA and/or Cal-OSHA standards and policies for building preservation, beautification and/or public/tenant/employee health and/or safety under the direction of the BPM Office Chief.

	51. 
	Make presentations regarding work unit issues at public meetings and/or hearings using various tools and/or equipment (e.g., computer software, memos, letters, standard forms, files, MS Office, ABMS, PAL and/or Maximo etc.) in accordance with local, State and Federal laws, rules and regulations, Governor’s Executive orders, established departmental, BOMA and/or Cal-OSHA standards and policies for building preservation, beautification and/or public/tenant/employee health and/or safety under the direction of the BPM Office Chief.
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